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FACULTY HANDBOOK
13th Edition
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FOREWORD

The Faculty Handbook is designed to provide members of the faculty
with general information about Western Kentucky University's history,
philosophy, organization, policies and procedures, faculty responsibilities
and benefits, and various services and facilities.
In the interests of
brevity and economy, duplication of information available in other University
publications is held to a minimum, and references are made to other sources
such as the University Catalog. It is suggested that the faculty familiarize
themselves with these other publications in order to be better informed about
Western.
Specifically, faculty are encouraged to be familiar with the
publication Western Kentucky University Governing Statutes-Rules-Policies. A
copy of this document is available in each department head's and dean's office.
As the institution is changing constantly, so must the policies and
procedures of the University. A concerted effort is made to keep the faculty
informed of such changes. Suggestions on how future editions of the Handbook
can be made more informative may be submitted at any time to the Office of the
Vice President for Academic Affairs.
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History of Western
As a public institution of higher learning, western Kentucky University
came into existence in 1906 when a bill was enacted by the Kentucky General
Assembly creating a state normal school in Bowling Green, headed by Dr. Henry
Hardin Cherry. The name of the institution was changed by the Legislature in
1922 to Western Kentucky state Normal School and Teachers College.
In 1930
the school's name was changed to Western Kentucky State Teachers College, and
in 1948 it was changed to Western Kentucky State College. It became Western
Kentucky University in 1966.
From its beginning as a small .state normal school with about 300 students
and a dozen faculty members, Western has grown in both size and scope of academic programs. Enrollment has grown from less than 1,700 in the fall of 1955
to over 14,500 students in the fall of 1989. The faculty has grown from fewer
than 100 in 1955 to over 600 in 1989 and the number of teaching faculty holding the earned doctorate or other terminal degree has advanced from under 25%
t.o more than 70'.. In 1955 Western conferred two undergraduate degrees and one
graduate degree; currently the University offers three associate degrees, five
baccalaureate degrees, six masters degrees, the specialist. degree, and cooperative doctoral programs with the University of Kentucky and the University of
Louisville. The number of fields in which students may pursue st.udies has increased substantially during the same period.
(For mOre complete information
on degrees and areas of study available see the undergraduate and graduate
catalogs.)
The University physical plant likewise has undergone tremendous growth,
expanding from a few classrooms and offices in one building in 1906 to a main
campus of more than 66 modern buildings and approximately 200 acres. (For an
up-to-date list and description of University physical facilities consult. the
University Catalog.)
western's hilltop campus is located in Bowling Green (estimated population
of 50,000), a rapidly growing, easily accessible city in Warren County (estimated popUlation of 85,000) located in South Central Kentucky.
Sixty miles
nort.h of Nashville, Tennessee, Bowling Green is the marketing and shopping
center for a large area in Southern Kentucky. In the Centt'al Time Zone, 509
feet above sea level, Bowling Green has a pleasant and stimulating climate.
The average annual temperature is 57.6 degrees, _wi th average temperatures of
78 degrees for the warmest month and 34.4 degrees for the coldest month,
Although average rainfall is 50 inches, the sun shines 80% of t.he year and
periods of extreme he.at and cold are usually of only short duration.
Although its growth hap been rapid and time has brought great changes,
Western has never lost sight of its major objectives' and purpose in higher
education.
Many of the ideals upon which the University was founded were
expressed by Western's first President, Dr. Henry Hardin Cherry, and are still
-g!liding principles today. For example, Dr. Cherry articulated these goals for
W~!!tern:
;: ' ,; ,"
~,

,

I. To be a live school and to-impart to its studeI)ts a burning
do and to be something.
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II. To let the reputation of the school be

sustai~ed

by real merit.

III. To lead the student to understand that a broad and liberal educa-

tion is essential to the highest degree of success i.n any endeavor
in life ...
Through the years the school has striven constantly to provide its
students with varied educational opportunities within an academic climate
intended to promote the legitimate objectives of liberal education, democratic
citizenship, character development and the pursuit of excellence.
For an interesting and more detailed historical background of Western,
read Lowell Harrison's book,
Western Kentucky University (Lexington:
University Press of Kentucky, 1987).
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University
Organization and Administration

Board of Regents - The governing body of Western Kentucky University, as
provided under state law. This board is composed of eight members appointed
by the Governor, a faculty regent elected by the faculty, and a student regent
elected by the students. Kentucky Revised Statute 164.350 provides in pertinent part as follows:
The government of (Western Kentucky University) is vested in
its ... board of regents ... When its members have been appointed
and qualified, (it) shall constitute a body corporate, with the
usual corporate powers, and with all immunities, rights, privileges and franchises usually attaching to the governing bodies
of education institutions.
President - The chief executive officer to whom the Board has delegated
authority, as its agent, to direct, govern, and manage the affairs of the
University and to make day-to-day decisions and judgments necessary to carry
out that responsibility. The University Attorney, the Executive Assistant to
the President and other major administrators report to the President.
Executive Vice President for Administrative Affairs - The administrative
officer responsible for the management of the affairs of the University in the
absence of the President according to the delegation of authority made by the
President.
The Executive Vice President is responsible for the areas of
Alumni Affairs, Athletics, Budget Development, Administrative Computing,
Development, Gommunity Affairs and Special Events and Public Information.
Vice Presid.ent for Academic AffaiJ;'s - The a.dministrative officer responsible for instruction, research, and service and related academic affairs.
The Vice President for Academic Affairs serves as chairman of the Council of
Academic Deans. In .addition to the academic colleges, areas reporting to the
Vice
President
for
Academic Affairs
include
International
Programs,
Cooperative Education,
Sponsored Programs,
Independent Study,
Faculty
Research, Academic Computing and Research Services, Telecommunications,
Scholastic Development and the Library.
Vice President for student Affairs - The administrative. officer responsible for supervision of various aspects of administrative programs including
Admissions, Career Planning and Placement, Health Services, Student Life,
Student Housing, Student Financial Aid, and Public Safety.
The Dean of
Student Life reports to the Vice President for Student Affairs.
Academic Deans - The administrative officers responsible for the leadership and administration of the academic colleges/areas of the University. The
deans of the College of Business Administration; the College of Education and
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Behavioral Sciences; Ogden College of Science, Technology and Health; Potter
College of Arts, Humanities and social· Sciences; the Graduate College;
Scholastic Development; the directors of the Library and Media Services and
the Associate Vice President for Academic Affairs report to· the Vice President
for Academic Affairs.
Academic Department Heads
The administrative officers responsible for
the leadership and administration of the academic departments of the University.
Academic department heads report to the appr~pdate academic dean.
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ACADEHICORGANIZATION
Organization for Instruction - The University is organized into five colleges under which are grouped related departments and programs. The colleges
are the Bowling Green College of Business Administration, the College of Education and Behavioral Sciences, the Graduate College, the Ogden College of
SCience, Technology and Health, and the Potter College of Arts, Humanities and
Social Sciences.
Each college is administered by a dean and each department by a department
head. In an effort to keep lines of conununication open and to encourage free
exchange of views and ideas, meetings of college and departmental faculties
are held periodically.
A copy of the approved budget of each department is filed with the department head and the dean of that college.
Included in this budget, for the
benefit of the faculty members, are allocations for the purchase of instructional supplies and materials, equipment maintenance, office supplies, travel,
and capital outlay.
The Academic Council - The Academic Counc}l is a major initiator of academic policy recommendations within the University. The Council is composed of
55 voting members, including 39 elected faculty members, five st.udent membet"s
representing t.he five colleges, and 11 ex-officio members. The Council is t.he
primary agency for curriculum review and control and for the determinat.ion of
degree requirements, standards of scholastic achievement and rules governing
faculty-student. relat.ions.
The complete Charter of the Academic Council is included in the Appendix.
Faculty Senate - The ~'aculty Senate at Western Kentucky University is an
elect.ed body of represent.atives from the faculty whose function is to Pt'Ovide a forum for the concerns and interests of the University--wide faculty
community, t.o furnish advice and recommendations with reference to policies
that pertain to the faculty and to make available to the University the expet'-tise of the faculty on appropriate matters. The complete Constitution of .the
Faculty Senate is included in the Appendix.
Council of Academic Deans - The Council of Academic Deans is composed of
the Vice President fot' Academic Affait's (who serves as chait'person); the Dean
of the College of Business Administt'ation; the Dean of the College of Educat.ion and Behavioral Sciences; the Dean of the Ogden College of Science,
Technology and Health; the Dean of the Potter College of Arts, Humanities and
Social Sciences; the Dean of the Graduate College; the Dean of Scholastic
Development; the Director of Libraries; and the Associate Vice Presidents for
Academic Affairs.
The Council pt'ov1des leadership and coordination for the
academic affairs of the University.
Administrative Council -- The Administrative Council includes officials for
the major administrative units of the University: the President, who serves
as chairperson; the Assistant to the President; the University Attorney; the
Executive Vice President for Administrative Affairs; the Vice President for
Business Affairs; the Vice President for Student Affairs; the Vice Pt'esident
for Academic Affairs; the Associate Vice Presidents for Academic Affairs; the
Dean of Student Life; the Dean of the College of Business Administration; the
D,~~n pf- th~ C~llege of Education and Behavioral Sciences;
the De~n of
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the Graduate College; the Dean of Ogden College of Science, Technology and
Health; the Dean of the Potter College of Arts, Humanities and Social
Sciences; the Director of Libraries; and the Dean of Scholastic Development.
The Graduate Council - The Graduate Council has general supervision and
control over all matters of graduate instruction,· including admission and
degree requirements, curricula, Graduate Faculty membership, and general
academic regulations. The Graduate Council submits recommendations concerning
initiation or revision of graduate courses and programs through the Academic
Council to the President and the Board of Regents. The Council is composed of
the Dean of the Graduate College as chairperson, three faculty members elected
by and from the Graduate Faculty of each of the academic colleges offering
graduate courses, and four students -- one graduate student member elected by
and from the graduate students of each of the academic colleges offering
graduate courses.

COKKITTEES
University Curriculum Committees
One University-wide and four College
Curriculum Committees review and approve curriculum proposals within theit"
specialized academic areas and exercise g~neral supervision of the total
curricula under their jurisdiction. Recommendations ft"om these committees are
fONat"ded to the Academic C~uncil or., in the case of graduate progt"ams, to the
Gt"aduate Council and then to the Academic Cpuncil. These committees and the
committees of the Faculty Senate are outlined below:
Teacher Education Committee
All mattet"s, cut"ricular ot" otherwise,
relating to teachet" education pt"ograms must be reviewed and appt"oved by th,is
committee prior to consldet"ation by the Gt"aduate Council or the Academic
Council.
The Teacher Education Committee is composed of the Dean of the
College of Education, Chaic-person; Head, Depat"tment of Teachet" Education; the,
Univet"sity Registt"at"; one academic directot" ft"om the graduate pt"ofessional
education pt"ogt"ams (rotated annually); one depat"lment head ot" academic
director from other professional education pt"ograms (rotated annually); one
faculty member from each college cut"t"iculum committee; one member from the
Gt"aduate Council; one member from the Academic Council; one undergraduate
student; one graduate student; and two public school teachers (appointed by
the Kentticky Education Association).
All other academic deans with
Univet"sity- wide responsibilities have associate membership on the Committee.
College Curricululll Committees - The Curriculum con1lllittee for each of the
undergraduate coUeges is the body which initially considers proposals for
curriculum expansion or revision from academic departments or curt"icular ar'eas
within that college.
Each college curriculum committee is composed of the
dean of the college, the department heads within the college, the directors of
other divisions or offices within the college, and one elected faculty member
from each department in the college.
Each college also has a graduate
curriculum
committee
to
review
graduate
related
matters eand make
recon1lllendations to the Graduate Council,
Numerous other college, departmental or other unit con1lllittees function.
lnf'onnation concerning these committees can be obtained from the administrll'
Ilffice involved.

Hye
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standing c.ommittees of the Academic Council - This body has three slandi.ng
committees: the Rules Committee, the General Education Committee, and the
Academic Requirements and Regulations Committee.
(See the Charter of the
Academic Council for the composition and functions of each committee.)
standing Committees of the Faculty Senate - The Faculty Senate has the
following standing committees:
the Executive Conunittee; the By-Laws, Amendments and Elections Committee; the Faculty Status and Welfare Committee; the
Professional Responsibilities and Concerns Committee; the. Institutional Goals
and Planning Committee; the Fiscal Affairs Committee; the Academic Affairs
Committee; the Committee on University Committees; and the Communications
Committee. (See the Constitution of the Faculty Senate for descriptions of
these conunittees.)
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INSTITUTIONAL POLICIES: FACULTY AND
FACULTY-RELATED ACTIVITIES
FACULTY APPOINTMENTS
Appointment Process - Appointments of faculty and staff are made by the
Board of R~gents. Interim appointments may be made by the President subject
to ratification by the Board of Regents if the appointment has not been
previously so approved.
Recommendations to the Board for new faculty and
staff member appointments are developed through a cooperative procedure
involving department heads, college deans, the Vice President for Academic
Affairs, and the President. Incumbent faculty members may be involved in the
intet'view phase of recruitment.
Normally, recommendations to the Boar-d are
made only after the candidates are interviewed, recommended by their department head, the college dean, and the Vice President for Academic Affairs, and
approved by the President.
The university is an Affirmative Action/Equal
Opportunity employer.
What is generally referred to as the contract, outlining the specific terms
of employment at Western, actually consists of the complete correspondence
between the President and the prospective faculty member. Unless otherwise
specifically stated in writing, new faculty members receive temporary
probational appointments for the duration of one academic year.
Notice of
appointment is by letter from the President. Enclosed with the letter is a
form to be si,gned by the recipient and returned to the President indicating
acceptance or rejection of the terms of employment.
SPECIAL FACULTY APPOINTMENTS
Part-Time Faculty
This
is
a 'special appointment for qualified
individuals who are employed on a part-time basis to teach university
classes. The University's regular guidelines for faculty rank and tenure and
the provisions of the Kentucky Retirement System do not apply to. these
employees.
The following guidelines are to be applied in the employment of ~hese
,
personnel:
I

,I

GRADE I

Persons employed in this category should hold at least a bache~or's
degree and have a minimum of three years related experience or hold
the master's degree.

GRADE II

Persons employed in this grade should hold at least the master's
degree and have 3-5 years teaching experience or have other special
training and experience related to the teaching position.

GRADE III

Persons employed in this grade shOuld hold at least the master's
degree and have 5 years or more teaching experience, ho ld other
degrees or certifications (Ed.S., CPA, CPE, etc.) or special qualifications, or hold the doctorate.

'·8··

GRADE IV

Persons employed in this gt'ade should hold the doctorate and have a
minimum of 7 yeat·s teaching experience or other special qualificalions applieable 1.0 their teaching role.

[fl the esLabliohmenL of equivalenL experience for put'poses of stipend determinations, the teaching of eight courses (2 11 semester hours) as a ParL· time
~'aculty member constitute
one year's experience.
Years of service as a
Part-·time Faculty member do not count toward consideration of tenm·e.

Special Benefits:
A. 1. D. cat'd for Library and Bookstore privileges.
B. A temporary faculty-staff parking permit is issued for the duration of
the part-time employment.
Maximum Load:
Part··time personnel shall not be employed to teach more than 9 hours at Lhe
undergraduate or 6 hours at the graduate level per semester.
Evaluation:
Part-time teaching faculty are employed to provide instt'uction in specific
courses.
In that capacity, they are expected to provide instructional
quality
comparable
to
that provided by
full-time
faculty.
Thus,
instructional performance of part-time faculty is evaluated using the same
standards and procedures.
OTHER SPECIAL FACULTY APPOINTMENTS:
Visiting Professor - This is a special appointmenL designed particularly
for academic personnel who at'e qualified for sU,ch a position at Western
Kentucky University by virtue of educational service elsewhere. Participation
in the Kentucky Retirement system is determined according to eligibility and
whether vestiture would be possible. This is a one··year appointment subject
to renewal.
Distinguished Visiting Professor _. This, is a special appointment designed
for academic persons of particularly outstanding service elsewhere. Participation in the Kentucky Retirement System is determined accotiding to eligibil ..
ity and whether vestiture would be possible. This is a one-year appointment
subject to renewal.
Appointee
designed for
as artist in
in residence,

in Residence
The individual receiving this appointment,
persons particularly distinguished in their fields, is deSignated
residence, author in residence, musician i~ residence, sculptor
or scientist in residence.

Adjunct Professor -" This appointment enables a person of established reputation or distinction i.n his/her field to work with graduate stUdents, to work
as a member of a special research team, or to offer special instruction in the
discipline. Adjunct Professors receive no salary unless it is separately con ..
tracted and are not entitled to tenure or other faculty benefits unless speci ..
fically authorized.
Appointments are on an annual basis and subject to
renewal.
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RANK AND PROMOTION REQUIREMENTS
J. .

Rank and Promo t ion
"acuity rank and promotion in rank at Western Kentucky Univel'sity are
based on criteria adopted by the Board of Regents.
A. General Principles
1. Rank is granted on the basis of academic qualifications, years'
experience, and demonstrated achievement.
The criteria stated
below will sel've as guides in assigning .academic rank. Exceptions
to these criteria may be made in situations where the candidate
shows exceptional credentials based upon (a) academic qualifications; (b) experience; or (c) demonstrated achievement in teaching
effectiveness,' research/creative activity, and university/public

service.
2. The department head and departmental faculty within each academic
unit have the respol\sibj.lity of drafting specific criteria for
determining what constitutes "demonstrated achIevement" for each
rank.
These criteria must conform to minimum university standards
listed below and must be distributed to each faculty member.
Guidelines for all ranks must be reconunended by t.hedepartment
head, the academic dean, the Vice President for Academic Affai.rs,
and the President and approved by the Board of Regents.

It.

criteria for Individual Ranks
A; Professor
1. Academic Qualifications:
The earned doctorate or the appropr"iate
terminal degree in the profession.
'
2. 'Experience:
A minimum of five years' service at t.he rank of
associate professor.
'
3; Demonstrated achievement appropriate for this rank in teaching
,effectiveness, research/creative activity, and university/public
service.
B. Associate Professor
1. Academic, Qualifications:

The earned doctorate or the appropriate
terminal degree in the 'profession.
2. Experience:
A minimum of five years' service at the rank of
assistant professor.
3. Demonstrated ,achieVemel\t .appropriate, (or thfs rank in teaching
effectiveness,: research/c'reaHve activity, and university/public
service.

OR
Qual1ficatiol\s:
Mastel" s degl'ee plus advanced graduate
study equival",nt. to ail cbJrsesexcept dissertation (ABD) in the
appropriate discipline.
~, f><p erienc ll 1'. A miniminn of' ten ;ye'ars' service at the ral\~ of
assistant profess'or.

1. Academic

..

;

'I

"
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3. Demonstrated
f:'f r.::or t. 1 VfmeS9 .
"UCH"V

achievement

appropriate

research/ cr.eat ive

for

activity,

thi.s
and

rank in teaching
university/public

I CH.

C. Ann istnnl 'Proh.Hl,sor

1. Academic qualifications:
The earned doctorate or the appropriate
termi.nal degree in the profession, or the master's degree plus at
least twenty-four semester hours' graduate work related to the
faculty member'S academic area.
2. Experience:
A minimum of three years' service at the rank of
instructor (may be waived for persons holding the doctorate).
3. Demonstrated achievement apPI'opriate for this rank in teaching
effectiveness, research/creative activity, and university/public
service.
D. Instructor
1. Academic Qualifications:

Master's degree or. ·demonstrated ability
in the field in which the candidate is employed.

III.

Criteria for Promotion Recommendations
A. General
Promotion
decisions
at
Western
are
made
at
six
levels:
recommendations from peer review, the department head, the academic
dean, the Vice President for Academic Affairs, and the President and
approval by the Board of Regents.
Review at the academic dean's level will apply the standards for
promotion. set by the university and establish and preserve for the
various disciplines achievement levels whi.ch equalize the rigoI' with
which candidates ft'om different departments are judged. The standaI'ds
developed by each academic department must be in compliance with the
standards expI'essed here and should serve to state explicitly the
requirements for promotion within a specific department.
University policy requires the following for' promotion at eveI'y
rank:
Demonstrated achievement appropriate for this I'ank in
teaching
effectiveness,
research/creative
activity,
and
university/public service.
Demonstrated achievement will be considered only as it is relevant to
the individual's area of professional competence. Only contributions
since the last promotion will be considered for the next promotion.
It is the responsibility of the candidate seeking promotion to provide
promotion committees with the appropriate evidence on which. to base a
decision.
Departments will develop specific criteria appropriate to
their disciplines, but evaluation of all areas, both at the
departmental and at the academic deans' levels, will take i.nto
coPsideration both quantity and quality.
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B. Academic Qualifications

~ome areas professional certification and thE) related license to
practice may be required.

2. In

C. Areas of Performance
1. Teaching Effectiveness·-Evidence 'in this area may include,

but is

not limited to, the following:
a. An evaluation of both the systematic organization of appropriate
materials for presentation and 'communication to students of
course objectives,
plan of study,
and means of student
perfot"mance evaluation.
b. An evaluation of the effectiveness of presentation whether by
lecture, discussion, assignment and recitation, demonstt"ation,
laboratot"y exercise, practical experience, consultation, field
trips, computer-assisted instruction, reading lists, filmed or
video taped materials, simulations, and games.
c. An evaluation of assessment procedures such as
practices, and clinical performance.
d. An eValuation of
classes; holding
fashion; making
treating students

tests,

grading

professional responsibility such as in meeting
office hours; returning material.s in a timely
clinical assignments; superv~s~ng students;
in a fair, impartial, and respectful manner.

e. An evaLuation of the effectiveness with which students a["e
stimUlated to develop critical and/o[" c["eative abilities and
intellectual . curiosity by such means as independent study or
thesis projects, fo[" example.
f. An evaluation of the knowledge of recent discoveries and
literature
in
the
field;
the
use
of
the
latest
scientific/technological
innovations;
participation
in
profess ional activities, such as training programs, technical
semina["s, self-stud'y programs.
g. Self-·evaluation through course evaluations; departmental exams;
comment:] from peers, students,' and alumni ..
h. An evaluation of cooperation .in developing, scheduling, and
teaching .general underg~ad!1ate' and. graduate courses on and off
campus':
1. An

evaluation

of

the developmE)nt of textbooks, workbooks,
manu~l,\", ,t!~pes,
IlJides i,." ,othe~ {""rint and nonprint li,arning
resources ,dell:elpped. P,rimllt"HY .fe;>, );.lassroom use.

-12-

j. An
evaluation
of
the
success
examinations,
ih acceptance' to
pt'ogeams, in
ac-hievements.

winning

awards,

of
students
on unifo['ffi
graduate and professional
or in other highly s ignif lcanl

k. Docum"ntation of direct assistance in helping
"mployment in their major field of study.
2. Research/Creative Activity--Evidence
but is not limited to, the following:

students

in these areas may

find

include,

..,

a. Publication
of
books,
monographs,
articles,
maps,
bibliographies, indexes, catalogs, textbooks, and papers in
professional journals;, production or direction of nonprint media
work; reports to fede{'al, state, or local agencies; cases.
b. PL·esent.at. ions of papers, cases, media productions,
professional and other scholarly meet.ings.

etc.,

at

c. Participation in st.udies, pt'ograms, creative activity support.ed
by extL'amural funds.
d. Production and display of musical compositions, paintings,
sculpture, ceramics, weaving, Photographs, graphics and ot.her
works of
art.;
reci tals,
choreography,
stage design and
const.ruction, costuming, direction; production of film and video
taped materials.
e. Inventorship
pat.ents.

or co-inventorship

leading

t.o U. S.

and/or

otheL'

f. Participation

in the development of innovative curricular
materials
such
as
curt'iculum
guides,
computer
assisted
instruction, lab eqUipment, video tapes, 'films and film strips,
manuals, WOL'kbooks, tools, OL' models which break new ground and
succe'ssfully advance concepts,
ideas and' appL'oaches
that
transcend ordinary instructional material.

g. Invitations to conduct L'esearch at other
research
oriented
agencies;
to
prepare
professional ,examinations.

univeL'sities or
questions
for

h. Continuation of current research. or other creativity not yet
reSUlting in publication, performance, or display.
3.

Univ.~rsity/public

SeL'vice-..-Evidence in these areas may include, but
is not limited to, the following:

a. Service
on
departmental,
college,
university
cOll\lllittees,
councils, senates; in appropriate professional organizations as
officer, editor, referee; to local, state" and/or national
gpy"rrmental boards, agencies" conunissions; to business anq
tn~H~fH or private ciqzers "Ill technical expertormempef Rf "
f9Hcy advisot'y cOll\lllittee;' as <iFgf,lnlze{'/diFe!'tpr of ~PJll~naT:S:
wor!<I"popS and/or other conferences',
-13-

•

b. Pj1.,,rticipation in meetings, symposia, confet'ences, wot'kshops; in
t'adio, television by developing and pt'esenting materials fot'
public awareness; conducting or perroeming.

•

c. WO"k with 9chools tht'ough contact with teachers, administrators,
stud!)nls; through participation in science fairs, college day
programs, lectures, performance, in-seryice programs; through
advice on curricular mattet's, pedagogy, and the like.
'.
d. Direction of
internships,
cooperative
leat'ning
laboratories;
professional
organizations.

education,
practical
clubs
and
other

e. Advisement-·academic; to student organizations.
f. Writing of Gt'ants for instruction;

research; and administrative

support activities.
D. Levels of Performance
1. Promotion to Full Professor

a. Teaching Ef f eC t i veness- .. ·cons istent ly above the average level of
performance according to departmental standards.

b. Research/Creative Activity--a
quality productivity.
c. University/Public Service--·a
quality productivity.

record
record

of

s ignif icant

and

high

of

significant

and

high

2. Promotion to Associate Professor
a. Teaching Effectiveness- ... attainment of at least the average level
of performance according to departmental standards.
b. Research/Creative
productivity.

Activity- ... tangible

c. University/Public
productivity.

Service--tangible

evidence

evidence

of

high

quality

of

high

quality

3. Promotion to 'Assistant Professor
u

a. Teaching Effectiveness--must be fully acceptable by department's
standards,
b. Research/Creative Activity--potenUal is evident by departmental
assessment.
c. University/publicS.<;>rvice--·potential is evident by depa,rtmenhl
assessment.
.
,
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IV. Procedures for Recommending Promotion
A.

cDlmideration of candidates for promotion, the head of the
dOJpllrtment annually informs all faculty. members that a promotion
review is fo['lhcoming and invites the candidate to supply relevant
infot'lnation by a specific date if the candidate believes he or she
quall.fies for consideration under the criteria stated above.
1'0 ini.tia!."

B. Each academic department establishes a Rank and Promotion Committee
composed of all faculty members at the rank of professor who are
tenured.
The committee is chaired by the head of the department
regardless of his or her rank or tenure status. For departments with
fewer than six tenured professors, the following procedures wi 11 be
followed:
1. A sufficient

number of tenured a.ssociate professors is added to
bring the committee to six.
2. If the number of tenured professors and associate professors is
less·than six,. a sufficient number of tenured assistant professors
is added to bring the committee to six.
(The associate and
assistant professors .will be selected on the basis of those with
the longest seniority in that rank at Western Kentucky University.)
3. If a department has fewer than six tenured faculty members, . the
dean of the academic college will appoint a committee of three to
six people from the department to carry out the review.
A
committee member who is a candidate for promotion is not' permitted
to be present during deliberations on his or her rank.
When a
department head is being considered for promotion, .the dean of the
college will chair the committee or appoint a temporary chair.
C. The department's Rank and Promotion committee reviews. all relevant"
factOrS and pt'ovides a report of its vote. The dep1artment head also
reviews
all
relevant
factors
and
fot'wards
an
individual
recommendation, all evaluation materials, and a written report of the
cOT\1lt\ittee's vote to the college dean, who in turn forwards a
recommendation and all evaluation materials to the Vice President for
Academic Affairs.
Upon receiving all written materials and. a
recommendation from the Vice President for Academic Affairs, the
President t'eviews the recommendation and fo'rwards to the Board of
Regents his recommendations for promotion.
D. Whenever a recommendation to promote is disapproved at any revel, this
fact must be reported back to the preceding levels. The department
head must infOrm the faculty member in' writing that disapproval has
occurred.
Any related appeal through administrative channels or the
Univet'sity Grievance Committee must be initiated in writing by the
faculty member to the department hea.d within thirty days after receiving notification from the department head.
The purpose of the
Grievance Conuuittee is to review the file to insure that established
procedures were following in considering the faculty member for promotion. The Grievance Committee does not attempt to Judge the academic
qualifications or achievements of the candidate.
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V.

Administt'ative Regulations for Implementing Board of Regents Policy on
Promotion
A. ¥'aculty would be given the opportunity to apply for
September with a deadline of October 1 for application.

promotion

in

B. Depat·tmants are t.o make t.heir reconunendat.ions t.o their respective
deans by November!.
In case of a negat.ive vote by the depart.mental
t'ank and promotion committ.ee, the faculty member would have t.he opt.ion
of withdrawing t.he t'equest or fOl:'Warding it t.o t.he department head.
If the depat'tment head concut'S with t.he negative recommendation to t.he
dean, the faculty member may withdraw the application or appeal the
negative recommendat.ion to the college level.
C. Deans will make theit' reconuuendations to the vice president by
December 1.
This t.ime frame would allow for college revi"w
committees.
In case· of a negative recommendation, the faculty 111ember
could withdraw the application or appeal to the Vice President few
Acad"'.mic Affairs.
D. The Vice President will notify deans of any disagreement with their
reconunendations by January 2.
1>. The

Vice President. will make recommendations to the president by
January 15.
In case of a negat.ive recommendation, the faculty
member may withdraw his/her application or request. a review of his/her
credent.ials.
The faculty would also have the option. afLer all
t'eviews and,appeals have been exhauste9. of filing fot'mal gt'ievance in
accor'dance with t.he procedut'es outlined in the Faculty Handbook. The.
pt'esident will send his reconunendations to the Board of Regent.s at. the
April meeting.
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TENURE POLICY
I.

Intl"oduct.iDn
A.

Tenul"e is a means to
1.

2.
3.

B.

II.

such gDals as:

F~eedom

Df teaching and ~esea~ch (fo~ the Unive~sity's statement
on academic f~eedom, see page 39).
A sufficient deg~ee of economic secu~ity to make the p~ofession
att~active to men and women of ability.
Institutional continuity and stability th~ough a substantial
contingent of faculty with long-~ange commitment to Weste~n
Kentucky University.

The development and ~etention of an inc~easingly competent faculty is
an objective of Weste~n Kent.ucky Unive~sity to which tenu~e makes a
significant cont~ibution.
While length of se~vice dete~ines one's
eligibilit.y to be ~ecommended fo~ tenu~e, tenu~e will be granted only
to those faculty membe~s with the ~ank of Assistant P~ofesso~ o~ above
at Western who have attained the educational qualifications specified
fo~ the positions t.hey hold and who demonst~ate outstanding pe~fo~ance
in car~ying out thei~ p~ofessional responsibilities during the
probat.ionary pe~iod.
Faculty

A.

ach~eve

Tenu~e

Appointment. Policy

Decisions c?nc'e~ning tenu~e will be based on pe~fo~mance in the
following
catego~ies:
inst~uctional
activities,
othel"
schola~ly
activities, and service to and fo~ the Unive~sity.
It is undm'stood
that the faculty membe~ should cooperate in wo~king with colleagues in
carrying out the University's educational mission.
The following
gene~al statements will sel"ve as guidelines fo~ evaluating the faculty
membe~'s pe~fot-mance in assigned ~esponsibilities.
The evaluation of inst~uctional pe~fo~ance considers facto~s including
student
knowledge
of
subject
matte~,
teaching
effectiveness,
advis,ement, and cU~t'iculum development.
The evaluation of othe~ schola~ly activities conside~s' facto~s
including the individual ',s activities and achievements in areas such as
resea~ch, publications, p~og~am pa~ticipation at professional meetings,
c~eative activity, and wo~k towa~d a te~inal deg~ee (if the deg~ee is
a ~equi~ement fo~ the position).
The evaluation of service to and fo~ the Unive~sity conside~s factors
including committee wo~k, student-~elated activities, and pub Hc and
community service.
Public and couuuunity service should be ~elated to
the special competencies of the individual and be an extension of the
faculty membe~'s ~ole as a schola~-,teache~.

B.

Full-time faculty membet·s appointed to tenu~able positions at the ~ank
of Assistant Professo~. Associate Professo~. o~ P~ofesso~ a~e employed
with the understanding that the~e will be a p~obational"Y pe~iod.
f~p~~ty members appointed at the ~ank of Inst~ucto~a~e e~rloyed on an
annual cont~act an,d a~e not eligible fo~ tenu~e at that ~ank.
-17-

The probationary requirement may be satisfied through full-ti.me
faculty service as follows:
1.
six years as an Assistant Professor or above at Western Kentucky
University.
2.
Five years at the rank of Assistant Professor or above at
Western plus' two or more years at the rank of Instructor at
Western or two or more years at the rank of Assistant Professor
or above at another university or colle,ge.
The faculty member will be notified of the decision regarding tenure
by Kay 15 of' the final probationary year.
There will be no
extension of the probationary period.
(However, the University may
offer a illaximum of two annual appointments without tenure thereafter
upon its determination that such action is in the best interest of
the institution.)
C.

At the drscretion of the University, newly established positions or
positions becoming vacant through retirement or resignation may be
designated as temporal'y positions not leading to tenure.
Years of
service in such positions may be considered toward tehure only when
the faculty member is transferred to atenurable faculty position.

D.A recommendation concerning tenure is made by the department head (or
heads in case of joint appointments).
The department head's
recommendation shall be forwarded to the' college dean after the'
department head has given each tenured faculty member of the
department an opportunity to submit written advisory opinions, to
accompany the tenure' reconunendation. The academic dean 'shall submit
a recommendation to the Vice President for' Academic Affairs.
Tne
Vice Pres'ident for Academic Affairs has the responsibility for making
a reconunendation to the President, who is responsible for· submitting a recommendation to the Board of Regents for final
consideration.
E.

An appointment during the probationary period is for one year.
A
faculty member being appointed by Western Kentucky University is not
assured of employment after' the initial term of appointment.
The
faculty member will be notified by Karch 1 if the faculty member is
not to be reappointed for the second year. The faculty member will
be notified by December 15 of the second annual appointment if the
faculty member is not to be reappointed for a third year.
Thereafter, the faculty member will be notified by October 1 if the
faculty member is not to be reappointed for the following year.

F.

Employment after age 70 will' be on an annual contract with tenure no
longer being in effect.

G.

Any" tenured appointment made other than as provided above shall
require written justification showing that such action will serve the
best. interest of an academic program or pl'ograms and shall follow the
established reconunendation procedure as stated in 1I.4.

III. Administrative Regulations for Implementing Board of Regents Policy on
Probationary and Tenure Appointments

A.

~t

~h~

):l!'~tr\llip.g of the spring semester of the first, second, and
year of an untenured faculty mem):l$r~i; appointment, the
~~partment head will hold a conference with the individual to discuss
pls/her progrEfss,' and to establish goals" ~n4 objectives
for:
continuation and ultimately for tenure.
-18-
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IV.

B.

In F'ebruary of t.he untenured faculty member's first year at Western,
the department head will review his or her credentials and provide a
written evaluat.ion of the individual's progress toward tenure to the
dean no later than February 10.
The dean will forward the
evaluation with his or her comments and reconunendations, to the Vice
President no later than February 15 and the' Vice President will
make a reconunendation to the President no later than February 20.
In cases of non··reappoint.ment, the President. shall provide the
affected faculty member official written notice by Karch 1 of the
first year of appointment..

C.

In November of the untenured faculty member's second year at Western,
the department head will review his or her credentials and provide a,
written evaluation of the individual's progress toward tenure to the
dean no latet than November 20.
The dean will forward the
evaluation, with his or her conunents and reconunendations, to the vice
president no later than November 30 and the vice president will
make a recommendation to the president no later than December 5.
In cases of non-reappointment, the president shall provide the
affected faculty member official ,written notice by December 15 of
the second year of appointment.

D.

In September of ,the untenured faculty member'S third or more year of
pt'obationary appointment at Western, the department head will review
his or her credentials and provide a written evaluation of the
individual's progress toward tenure to the dean no later' than
September 15.
The de,an will forward the evaluation, with his or
her comments and recommendations, to the vice pl'esident no later than
September 20 and the vice president will make a recommendation t.o
the
president
no
later
than
September
25.
In
cases
of
non-reappointment, the faculty member will be notified of this
deci.sion on or before October 1.

E.

A decision on tenure must be made no later than the sixth year of a
faculty member's appointment.
It may be made in the fifth year for
thOse faculty with at least two years of prior teaching experience at
the rank of assistant professor at anoth",r institution or two years
of prior teaching experience as an instructor at Western.
For, all
others, it must be made in the sixth year.

F.

If a negative recommendation is made at any level (department,
college, or vice president), the faculty member will be informed and
given the opportunity of submitting a written response to those
reviewing the recommendation at the next and subsequent levels.

G.

The time table for making reconunendations for tenure wi 1.1 be the same
as those for promotion, and the faculty member may request a hearing
through regular administrative channels and the Advisol'y Committee on
Faculty Continuance as outlined in the Faculty Handbook,

Advisory Committee on Faculty Continuance

The President is authorized to establish an Advisory Committee on Faculty
co1}H!)uapc,e, +ts functions and duties shall be those outlined ,in the Proce·
pure for Revie\f of '!'Ion-Reappointment Recommendations and the ProcedUre for
Dismissal (see secHons IV and V).
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A list of eligible tenured faculty members assigned to full-time teaching,
research, and/or academic service duties, other than the faculty regent, she 11
be selecte-dasfollows:
a. Evet·y two years, each Academic Department shall elect one eligible faculty
1tlet.n~er ;

b.

Nominees shall be elected by secret banot by all members of the faculty
unit holding academic rank as defined in the Faculty Handbook.
c. The election of nominees shall be conducted under rules and procedures
developed by the Rules Committee of the Academic Council; and
d. Persons elected as nominees eligible fo(' appointment shall remain on the
eligible list for a period of two academic years, and may be re-elected.
The committee shall be a sta,nding committee consisting of five (5) tenured
faculty members. Membership on the committee shall be selected from the list
by lot. A faculty member shall not participate in a case involving a faculty
member from the same department; and a member chosen shall remove himself/
herself either at the request of the party or on his/her own initiative, i f
he/she deems himself/herself disqualified because of bias or interes.t.
Each
party shall have a maximum of two (2) challenges without stated cause.
Supplementary selections and lists shall proceed in the same manner until an
accepted conunittee is constituted.
The committee shall designate one (1) member as Chairperson.
V.

Procedure for Review of Non-Reappointment Recommendations

,Each appointment of a faculty member during the probationary period
continues only for the limited term specified in the appointment docum.mt.
There is no obligation to appoint for another such term.
Each such
appointment terminates without further action on the expiration date specified
in the apPt'opriate document, unless renewed.
If a decision is made not to recommend reappointment of a faculty member
upon expiration of any appointment during the probationary period, the
President shall provide the affected faculty member official written notice as
fo llows:
a.
By March 1 of the first appointment;
b,
By December 15 of .the second appointment; and
c.
Thereafter, by October 1.
The University is not obligated to furnish a statement of reasOnS for the
decision not to recommend reappointment of a faculty member for another term
during the probationary period, and it is the policy of the University not to
furnish a written statement of reasons for such a decision. However, it is
the policy of the University that, upon request of the faculty member, the
department head and dean of the college and Academic Vice .President will
arrange a conference with the faculty member to discuss informally the circumstances surrounding the non-reappointment.
If this conference ,fails to
satisfy the faculty member, the President will have a related conference with
the faculty member upon ·request.
.
If a faculty member on non-tenured appointment has received official
notice of a decision not to reconmlend reappointment and the faculty member has
factual illformation as grounde upon which i t is claimed that the decision not
to reconunend reappointment was arbitrary or capr1C10US or was based on
considerations that violate constitutionally protected rights or interes.ts;
e.g., consideration of race, sex, national origin,. exercise of free speech,
assoct!'ttion, e~f!: i ~ FP1fiplaint m~y be filed with the del!i!rtment head 91' office
to Which th~ f~CHlty member is assigned.
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The complaint shall be i.n writing and be filed within thirty (30) days
after receipt of official notice.
It shall be accompanied by a wri.tten,
signed statement that the facu tty member agrees that the authorities who made
t.h~ df",l,,;on not to recommend reappointment may p('esent information in support
of '-h" (\"c;";on for the purpose of confidential consideration by members of
U", Advisot·y Gon'mitlee on Faculty Continuance in the event the complaint is
r'l~fer'r'ec1

t.o i.t.

Th" I'r-lJ!lid"nt IIIay cause the complaint to be set for formal evidentiary
hearing.
As an alternative, the President may refer the complaint to the
Advisory
Committee
on
Faculty
Continuance
for
preliminary
inquiry,
consultation, and its reasoned advice and recommendation. The Committee will
seek to settle the matter by prelimina('y inquiry, consultation, discussion,.
and confidential mediation.
If the difficulty is unresolved informally withi.n three weeks from the
receipt of the. complaint, the committee shall furnish the President with a
written report containing its advice and recommendations as to whether or not
the President should cause the matter to be set for formal evidentiary
hearing.
The report shall include a statement of the committee's specific
reasons in support of its advice and recommendation.
Upon the recommendation of the committee, the President shall cause the
matter to be heard by an ad hoc .committee.
The faculty member making the
complaint herein is responsible for stating the specific grounds upon which
the allegation is based and the burden of proof shall rest upon the
complainant.
The ad hoc committee shall consist of five (5) members chosen by lot from
the list of eligibles provided for in Part III. A member chosen shall remove
himself/herself from the case either at the request of the party or on his/her
own initiative if he/she deems himself/herself disqualified because of bias or
interest.
Each party shall have a maximum of two challenges without stated
cause. If the list shall be exhausted before an acceptable conunittee has been
obtained, supplementary list selections will be made following the initial
p('ocedure _ The conunittee shall select its own chaiL-person.
The committee will adhere to the following procedures:
1. The faculty member will be afforded an opportunity to obtain necess;3.(·y
witnesses and documentary or other evidence; and the adminish'ation will,
. insofar as it is possible for it to do so. secure the cooperation of such
witnesses and make available necessary documents and other evidence within
its control.
2. The faculty member and the administration wi.ll have the right to confront
and· cross--examine all witnesses _ Where the witness cannot or will not
appear but the committee determines that the interests of justice require
admission of his/her statement, the committee will identify the witness,
disclose his/her statement and if possible provide for written interrogatories.
.
3. The hearing committee will not be bound by strict rules of legal evidence
and may admit any evidence which is of probative value in determining the
issues involved _ Every possible effort will be made to obtain the most
reliable evidence available.
4. The hearing committee will grant adjournments to enable either party to
iilVestigate evidence as to which a valid claim of surprise is made.
5. The findings' of fact and the dec ision will be based solely on the hearing
.!"cord.
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6. Rxcepl for- such simple announcements as may be' r-equit'ed cover:ing. the, Lime

of t.he headng and similar: matters, public stab,ments and publicity aboul
t lH~ Ci1!]P l)y pi "hl~l' tlll~ faculty member- or the aominislr:ativc offic.~rs wi 11
'I,I' HVllh1!'.(,) ~;() (.;J,j' i1!~ IHHwible until the proceedings have been completed,
illt ludiH.~ cout:idet'ation by the Board of Regents.
Upon cone 1u8ion of the hear-ing. the committee shall report its f indiflgs,
candus ions, and recommendations to the President for transmit.talto the Board
of Regents. The Board of Regents will' consider the record and the repOrt and
m~y
either sustain the recommendation of the committee or return' lhe
proceedings for reconsideration of specific objections made by the Board. The
committee will 'then reconsider, taking 'tnto 'account lhestated objecti.on and
receiving new evidence, if ,necessary.
The"Board of Regents wiJ:l make the
Hnal decision after- a 'study of the committee's reconsideration. '

VI.

Termination

A tenured appointment of a faculty member <'esults ina conUllitment t.o
succHssively reappoint the ,faculty member-, except that' a tenured faculty
member may be termi.nated:
1,

By retirement upon at.tai.nment of retirement age ,and otherwi.se
qualifying therefor;
2. By resignation and acceptance thereof;
3 .By a "dismissal for ca).lse;
4.. By a decision of the Board of Regents that termination is necessary
because of financial exigencies of the institution; or
S. By a deds ion of the Board of Regents that termination is necessaey due
to changed academic' program needs resulting in a situation so that
there, is no longer a teaChing position avanable within the univet'sity
for which tehe faculty member is qualified,

of

The term
a' faculty appointment for one year may be terminated pt'ior- to
the stated expirat'ion date:
1.
2.

By t'es'ignati0n and acceptance thet'eof or
By dismissal for cause.

Causes for dismissal specified tn Kentucky Revised statutes 164.360
incompetence, neglect of or refusal to perform duties, or inUlloral conduct.
A.

at'C

Procedure for Dismissal for Cause

A faculty membet' who has tenure or an unexpired probationary appointm.·mt
may be dismissed only for cause.
statutory cause sufficient to' support dismissal consists of incompetency, neglect' of or refusal to perform duties, or
immoral conduct.
Under the provisions of KentUcky Revised statutes 164.360,
Board of Regents' proceedings for dismissal 6f a 'faculty member can' be initiated 'only upon written charges preferred by the President and shall be decilied
upon in the manner provided therein.
"
.
In any case in whicbthe President of the University has personal. knowledge,
of information sufficient to make an informed judgement that a f/lculty member
SqOLq.q ~e d~sm~I,l~!'lq ~ for: cause, after informal noHficaHRn of the facpHy, member iliv~IY~~' fMrge!jinay be brought without furthercon~1Jltation as provided
~y Kentuc!\::irll\lllised statutes 164.360 (3). '
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Any member of the University Community other than the President who desires
to initiate charges in support of a proposed dismissal of a faculty member
shall initiate the proposed dismissal· with the department head or office to
which the faculty m"mb"r is assigned. The proposed dismissal shall be in the
(ol:rn of II wriltFm signed slatement of the facts relied upon to support one or
mc"·,, of lhe stotutOt·y grounds for the proposed dismissaL
After infot1nl11 notification of the faculty member involved, the department
head shall evaluate the proposal and submit a written recommendation to the
dean of the college. The dean of the college shall make an independent evaluation of the proposal and submit a written recommendation to the Vice President for Academic Affairs. The Vice President for Academic Affairs shall make
an independent evaluation and submit til the President of the University a
written recOlnmendation together with the entire filii.
If the President of the University determines that dismissal for cause
charges should be brought, charges shall be preferred as provided herein.
If the President of the University determines that: additional information
is needed in order to make an informed jUdgement as to whether or not to file
charges, the file may be referred to the Advisot·y Committee on Faculty Continuance for preliminary inquiry i consultation, and its reasoned advice and
recon\l1\enda t ion.
A genuine effort will be made by the Con\l1\ittee to resolve the entire matter
by informal methods of preliminary inquiry, consultation, discussion, and confidential mediation.
If the difficulty is unresolved informally within the
three weeks after recflipt of the file, the Committee shall furnish the President with a written report containing its advice and recommendation as to
whether or not the President should prefer charges of cause for dismissal.
The report shall contain a statement Of the Committee's specific reasons in.
support of its advice and recoR\I1\endation.
In any case in which the President decides that procedures for dismissal
for cause. are appropriate, the President shall forward to the Board ·of Regents
a .written recon\l1\endation of dismissal. The President's letter to the Board of
Regents reclm\l1\ending dismissal is to be accompanied by ~ formal written
complaint setting forth specifically the ,nature of the factual i.nformation
constituting grounds for dismissal.
A copy. of the complaint will be sent to
the faculty member who is being charged.
In transmitting a copy of the
complaint to the faculty member being charged, the President shall advise the
faculty member of the following:
a. That the attached charges have been preferred against the faculty membe, to
the Board of Regents;
b. That a written answer to the charges is required til> be filed with the
secretary of the Board of Regents;
c. That the faculty member's answer to the charges may be either an admission
or a denial of the charges; and
d. That the faculty member has a right to be heard by the Board of Regents and'
to present testimony personally or through counsel.
If the charged faculty member fails or refuses to file the required written
answer to the charge with the Secretary of the Board of, Regents within ten
(10) days after receipt of notice of the charges, or if the faculty member'S
answer admits the charges, proceedings will· terminate and an order of
4~s1!ltssal entered..
.1£ a faculty member being charged files an answer denying the charges, a
heaHn~' ~ythe. Board will be set and heard a);·a 4esignl:\ted, place, time, and
~at~; 'put not soon'er than three weeks aflet' written notice of the charges has
been'received by the faculty member . .
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The proceedings at the hBaring shall be tvanscribed and permanent record
kept of the charges, notices, and other actions,
The proceedings at'enot governed by fot'l1\a1, legal rules of procedure and
evidence. The Board may consider any information of a kind that has a probative value. The following agenda will be maintained:
a.
b.
c.
d.
e.

[,;htt·y of appearances of the parties and witnBsses:
statement of charges by counsel for the University:
Entry of the faculty member's denial of the charges:
Presentation of evidence by the President or a designated representative:
opportunity for the faculty member or counsel to present evidence refuti.ng
the charges:
f. Summation or statement on behalf of the University by the President or a
designated representative or counsel: and
g. Summation or statement by the charged faculty member or counsel;
h. Decision and vote in executive session by the Board of Regents;
1. Exonerating faculty member, or
2. Approving the President's recommendations to dismiss faculty m<)mber, or
3. Other appropriate sanctions.
If the Board of Regents decides to ,apply sanctions, the President shall
issue a formal letter of,notification and shall advise the appropriate
officials of the University.

B. Procedure for Termination Due to Financial Exigency
The Board of RegBnts has a paramount statutot·y duty to the people of
Kentucky to maint.ain a quality educational program, but within the means of
available financial resources as determined by the Council on Higher
Education, the Governor, and the General Assembly. Accordingly, detet'l1\ination
of the existence of financial exigency requiring economy measures is a
prerogative reserved for the Board and will not be delegated.
However, the Board is fully aware of the fact that adjustments to the
financial crisis that include lay-off or termination of- tenured faculty
members is a matter of gravity and requires deliberate and thoroughly
considered balancing of the public and private interests. Misunderstandings
and disputes in such situations tend to dissipate the purpose, spirit, and
academic climate of the institution, and to increase costs in time and money.
Therefore, the Board of Regents will exercise its prerogative to tet'l1\inate
tenured appointments because of financial exigency only under severe conditions, and after a determination that alternative econon\y measures to maintain
a quality educational program are not feasible under the prevailing
c;ircurnstances.
Determination that a financial exigency exists of sufficient severity to
require layoffs and terminations will be made by the Board upon the basis of a
thorough analysis of institutional needs and requirements and available
resources especially prepared by the President.
In making specific recommendations for termination of individual tenured
faculty appointments required by financial exigency, the President shall take
into account the following equitable considerations:

1.. If funded vacancies' exist, reasonable effort will be made to offer the
~e!lured

faculty member concerned another existing position within the'
for which the tenured faculty member is qualified by edu~~tion
~!ld e¥per~e!lce; and
ins~irHtton

-24--

2. In the event of the termination of a tenured faculty member, that faculty
member will not be replaced:
a. For a period of two years by another person of comparable
qualifications at the same or higher salary without first offering
reinstatement to the terminated tenured faculty member and allowing a
reasonable time for acceptance;
b. By another pel'son at a reduced level of compensation without first
offering the opportunity to continue at the reduced compensation to the
tenured faculty member concerned and allowing a reasonable time for
acceptance.
3. In the event of decisions to terminate faculty as a result of financial
exigency, unless serious program distortion would result, tenured faculty
members will have preference of retention over non-tenured faculty
members. The following sequence will be observed:
a. Tenured faculty of superior academic rank would have preference of
retention over tenured faculty of lesser rank.
b. A faculty member who had attained tenure prior to another faculty
member of the same rank would have preference of retention over the
. latt.er faculty member.
c. If tenure and rank considerations are the same for two faculty members,
Le., they both were tenured on the same date and were promoted to
their current rank on the same date, the faculty member with the longer
period of employment with Western would have retention preference.
The President shall send to each tenured faculty member recommended for
termination. because of financial exigency a written notice of the Board' s
initial decision to make such a termination. The notice shall· include:
1. A statement of

the basis for the initial decision to terminate tenured
faculty members;
2 A description of the manner in which the decision to terminate this
particular tenured faculty member was made; and
3. A statement that the tenured faculty member will be provided an opportunity
to have the particular decision affecting the faculty member reconsidered
by the President ~ith the advice of the Advisory Committee on Faculty
Continuance.
The President shall also provide for disclosllre to each such tenured
faculty member and to the Advisory Committee on Faculty Continuance information and ·data. ilpon whieh the institution based its initial decision that
financial exigency required termination of tenured faculty members.
.
A tenured faculty member who receives official notice of termination
because of financial exigency may secure reconsideration of the decision by
filing .a 'request with the President within thirty (30) days after receipt of
notice.
.
A request shall be in writing and state facts that. if proved, would show
that, given the chain of decisions which preceded the ultimate decision
designating that tenured faculty member by name for termination, the ultimate
decision was nevertheless arbitrary, capricious, or unreasonable.
The President shall refer the request to the Advisory Committee on Faculty
continuance for its reasoned advice and recommendation. The Advisory Committee on Faculty Continuance shall proceed to consider the. information furnished
by the President to the t.enured faculty member and provide the tenured faculty
l!l!'ll\ll!'ran opportunity to furnish written information or statemeI)ts tending to
prov" the accuracy and correctness of the facts stated in the Cllse.
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A genuine effort wIll be made to resolve the entire matter by .informal
met.hods of pre li.minary . inquiry, consultation, discussion, and confidential
lII"d la!. iotl. ..No formal evidentiary 'hearing' of an adyersary nature will be con.1ud,,,1 011 :JIjch n complaint.
If the difficulty is not.resolved within three
week:;, tlw. Commi.t toe Eihall submi l to the ,Presid-ent a w~'i tten ["eport containi.ng
its advice and ['ecununendatlon with a supporting statement of its specific
reasons. After consideration of the' report, the President shall make a recom",,,ndalion to the ,Board ..
C.

Procedure for Termination or Lay-off Due to Changing Program Needs

As in the case of the determination of the existence of financial exigency,
the Board of Reg",nts' is .also aware that a:djustmentsto' program need changes
require deliberate and thoughtful planning and discussion.
Therefore, the
Board of Regents will . terminate tenured' facuity appointments because of
program need change only after a determination that such changes are necessary
and desirable.
In making specific reconunendations for termination of individual tenu['ed
faculty appointm~nts. rilquired by changing p['ogram needs, the President shall
take into account the following considerations:
1. I f funded vacancies. ;'xist," reasonable effort will be' made to offer the
tenured faculty member concerned another existing position within t.he
institution. for which thE! tenur.ed faculty member is qualified by education
and experience; and
2. In the ev.ent.of the termination of a,tenured faculty member, that faculty
member will not be replaced;
a. For a period of two years by another person of comparable qualifications at the same. or !>igher salary without first offering reinstatement
to the terminated tenured faculty member and allowing a reasonable Ume
for acceptance;
b. By another 'person at a reduced level of compensation without first.
having offered the opportunity to continue at t.he reduced compensation
to the tenured faculty member concerned and allowing a reasonable time
for accep.tance.
3. In the event of decisions to terminate facuity as a result of changing
program needs, unless serious program distortion would result, tenut'ed
faculty members will have preference of retention over non-tenured faculty
members. The following sequence will be observed:
a. Tenured faculty of superior academic rank would have preference of
retention over tenured faculty of lesser rank.
b. A>faculty member who had attained tenure prior tp another faculty member
of the same rank would .have preference' ·of retention over the latter
faculty member.
c. If tenure and rank considerations are t!>e same for two faculty members,
i.e., they both were tenured on the same date and were promoted to their
current rank on the same date, the facult.y member with the longer period
of employment with Western would have retention preference.
4. Tenured faculty shall 'be given notification of one .ye~r beyond the date on
the face of t!>e current contract.
The President shall send to each tenured faculty meJl\ber recommended for'
termination because of program need change notice of the Board's decision to
ter;minat,e. The notice shall include a statement that t.he tenured faculty mem~~fi-<Pl. be provided,an op'portunity to have the particular decisioq !iff~cH.tH'
the tenured faculty member reconsid.ered by .the President with the advice' of
t!>e Aqvisory Committee On Faculty Continuance.
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The President shall also provide for disclosure to each such tenu['ed
faculty member and to the Advisory Committee on Faculty Continuance information and data upon which tlie institution based its irliti.al decision that
changed program needs required termination of tenured faculty members.
A tenured faCulty member Who receives official notice of termination
because of changed program needs may secure reconsideration of the decision by
filing a request with the President within thirty (30) days after receipt of
notice.
The request shall be in writing and state facts that, if p['oved, would show
that, given the chain of decisions which preceded the ultimate decision designating that tenured faculty member by name for termination, the ultimate decision was nevertheless arbitrary, capricious, or unreasonable.
The President shall refer the request to the Advisory Committee on Faculty
Continuance for its reasoned advice and recommendation.
The Advisory Committee on Faculty Continuance shall proceed to consider the
information furnished by the President· to the tenured faculty member, and provide the tenured faculty member an opportunity to furnish it written informa-,
lion or statements tending to prove the accuracy and correctness of the facts
stated in the request.
A. genuine effort will be. made to reSOlve the entire matter by informal
methods of preliminat·y inquiry, consultation, discussion, and confidential
mediation. No formal evidentiat·y hearing of an adversary nature will be conducted on, such a. request.
If the difficulty is not resolved within three
weeks, the Committee shall submit to the President a written report containing
its advice andr.ecommendation with a supporting statement of its specific
reasons. After consideration of the report, the President shall make a recom-·
mendation to the Board.
OTHER FACULTY POLICIES
Sabbatical Leavell - University policy provides for the g["anting of sabbatical leaves for ,the purpose .of professional improvement of the faculty. Such
leaves are not automatic with tenure or the ac.cumulation of yea,s of service
and are regulated by budgetary, legal and other .coneiderations;
To be eligible fora sabbatical' leave, a faculty member shall have the rank
of assistant professor or above, shall have tenure, and shall have completed
six continuous full' academic years of set'vice at the University.
Normally,
sabbatical leaVeS' are granted for either one fUll semester at full payor two
semesters at one-half pay. Summer sabbatical!! may b", granted only with special approval in exceptional cases.
Appl1cations for leaVeS must be submitted in writing during the fall
semester of the academic year preceding the date the leave would begin by a
date specified annually by the' Office of Academic Affairs. The application
must include a general outline of the applicant's proposed activities for the
period of the leave. incl1,lding some indication of their cont['ibution to
professional i)llprovement, and must be endorsed by the department head.
Applications are fot'warded to a College Sabbatical Il-eview Committee composed of one representative elected from among t.he tenured faculty members of
each department in the College. These committees will evaluate. proposals and
submit their recommendations as to the relative merits of the proposals to the
respective college deans. Each dean shall then submit his/her recommendations
to 'the Vice President for Academic Affairs for review.
After consultation
with the. respective deans ,the Vice President for· Academic Affairs shall make
r~comrnendation~ . j:.p j;he President, who is responsib;Le for. final recommendations
to the Board o£ Regl'nts for official approval.
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Any major modification of plans by a leave recipient must be approlTed by
the College Sabbatical Review Committee.
Faculty members with approved
academic-year sabbaticals may not change to one-semester sabbaticals.
Faculty members holding administrative positions are eligible for sabba-tical leaves, and a number of them proportionate to the number of eligible
faculty members having no administrative duties receiving sabbaticals i.n any
academic yea,· may be recommended by the 'President to receive such leaves. The
Council of Acadf~mic Deans serves as a review committee for administrative
applications prior to their submission to the President for consideration.
within thirty (30) days after completion of the sabbatical leave, the
faculty member shall submit a written report to the College Sabbatical
Advisory Committee with copies to the Vice President for Academic Affairs and
the appropriate dean and department head on the activities engaged in during
the leave period.
Leaves of Absence - Leaves of absence may be granted 'to persons involved
in special assignments or professional improvement programs. or engaging in
additional study. Special consideration is given to applications from persons
desiring leaves for work on advanced degrees.
Each application for leave is
considered on its individual merits.

Clarification of Guidelines for Sabbatical and Paid Leaves - F~ffective
January I, 1990, faculty and administrators on either a sabba,tical or paid
leave will return to the university for at least one academic year following
the conclusion of the year in which the sabbatical or leave is taken.
Those
on a summer sabbatical must return for the academic year following the summer
in which the leave is taken.
Failure to comply obligates the, individual to
repay the university for the comp'ensation received. This policy will prevail
in all cases unless otherwise stipulated in the contract letter.
Summer Fellowships - Faculty members holding regular, full-time positions
at western are eligible to apply for fellowships for the summer term.
Such
fellowships are awarded on a competitiv'e basis.
Proposals for the summer fellowships are considered once a year and are to
be submitted in the fall semester by a date specified annually by the Office
of Academic Affairs.
Awards will not~ally be announced by February 1.
Fellowships may be renewable for a consecutive summer if deemed justified by
the Faculty Research Committee.
Faculty members on leave status are not eligible to apply for a summer
fellowship. For purpose of eligibility, faculty members returning from sabbatical leaves must complete two full years of service before applying.
Summer
fellowships are not to be used for preparing theses or dissertations to meet
degree requirements.
Summer fellowships are granted in the a11)ountof$4,000.
Optional Retirement Policy 26, 1989.

Approved by the Board of Regents,

1. Faculty interested in participating

October

in the Optional Retirement Program
should make a written request to the head of the department, who will
forward it with his/her recon~endation to the dean of the college. The
request and the recommendation of the dean is transmitted to the Vice
President for Academic Affairs.
The Vice President sends to the
President those requests that are recommended for funding.
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2. Under this program a faculty member may be offered the opportunity to
teach a' minimum of 6 and a maximum of 12 semesh~r hours per year (as
permitted .by K'fRS). For each credit hour taught, compensation shall be
at a rate of tht'ee and one-eighth percent of his or )'ler salary prior to
participation
in
the
modi.fied
program. l
~'aculty
on
Optional
Retirement could be assigned other duties, such as supervision of
student teachers or academic advising, if these assignments better serve
the needs of the department and the university.
Participants in the
Optional Retit'ement Program should be subject to ,the same annual
performance review as other faculty and annual increases in their salary
would be based on that review.
3. Those accepted in Lhe retirement program will be placed in a special
tenured faculty category for a maximum period' of five years.' During
this period the faCUlty member will receive, in addition to the
aforementioned salary, appropriate staff benefits.
After the special
tenured faculty category period, the faculty member will be fully
retired.

I,.

Faculty candidates for optional retirement should' be given priority in
receiving 'summer teaching assignments during the summer before the year
of retirement.

The Board of Regents considet's the requests l'ecommended by the President. The
best interest of the University, as related to i.ts educaLional programs and
mission, must be considered in the application of this policy.
Faculty Evaluation - Each faculty member is evaluated by the department
head on the bases of effectiveness as a teacher; relationship with students
and with colleagues; cooperation in departmental, college and university acti-·
vities; research; public service; and continuing professional development.
The department head forwards a recommendation relative to salary increment,
promotion, and/or tenure to the college dean, who makes a ,similar evaluation
and forwards his/her recommendation and the' recommendation of the deparLment
head to the Vice President for Academic Affairs.
The President receives a
recommendation from the Vice President for Academic Affairs and forwards his/
her own recommendation to the Board of Regents,. which ,makes the final decision
on such matters.
Annual Evaluations of Non-Tenured (Probationary) Faculty
At the
beginning of each fall semester, department heads will submit to the dean a
comprehensive evaluation of all non--Lenured faculty in the third to fifth year
of their p,robationary period. The purpose of this evaluation is to determine
the faculty member's progress toward tenure and to make a recommendation for
continuation or' non-continuation. lIt making this evaluation, department heads
shall consult with the tenured faculty in the department and shall evaluate
the faculty member specifically in the areas of teaching, research or
creativity, and public service. Any deficiency ought to be clearly indicated,
and the faculty member under review will be given a copy of the evaluation
with an opportunity to respond.

lAt such a tate t.he retiree could earn up to 37.5', (or 3-.. 1/8 tj,mes j.2
hours) of his or ner total full-time salary.
-29--

Th., Dep}ll'tment Head's evaluation will be submi Ued

t.o the Co lleg" Dean no
shall be
submitted to the Vice President for Academic Affairs no iatet" than September
20.
The Vice Pt'esident will submit any negative recommendati.on to the
President by Septembet" 25.
The President will notify any faculty member of
his/her non--continuation on or before October 1.
late["

lhan

St~ptember

10.

The

Dean s
I

response

and

r~co-mmelldation

Faculty and Staff Meetings - Meetings of the. faculty_ .and staff are held
periodically. These meetings are devoted to mattet's of professional interest,
announcements, and business affait's of concern to the University.
Called
meetings are held as circumstances require.
It is an assigned responsibility
for each member of the faculty and staff to be present at these meetings.
Graduate Faculty Selection
All courses offered for graduate credil at
Western Kentucky University must be taught by graduate faculty.
1. Requirements
for
Graduate
Faculty
appointment:
Nominations
and
reconuuendations are based on evidenc", of teaching effectiveness,
scholarly or creative achievement, and University and public service.

II.

A.

Teaching effectiveness:
Department h",ads and deans recommending a
candidate for Gr'ilduate F'aculty membership wi.ll submit a written
endorsement of the candidate's teaching effectiveness.
Candidates
may supplement this endorsement with such e.vidence as assessments
routinely included in the process for promotion, tenure, and sal~ry
recommendations or student evaluat.ion results,
. Membership is
limited to demonstrably conscientious and effective teachers.

B.

Scholarly and creative achievement:
Productive scholarship or
creative act.ivity is a special requisite for Graduate Faculty
membership.
Appointees
must
have
a
record
of
consistent.
peoductivity
in
their
academic
areas
and
must
have
made
contributions
to
their
professional
fields.
Credentials
of
applicants wi.ll be examined for documented evidence of high--quality
attainments such as relevant books and articles in respected
journals and anthologies; papers read. at professional meetings;
artistic or performance achievements; or technical or non-print
credits.

C.

University and pliblic service:
Candidates for membership will be
expected to show a history of i.nvolvement with campus committees and
councils and/or se~vice lo·the wider public where their peofessional
training makes such service particularly appropriate.

Categories of Membership
A.

Regular membership.
1'0 qualify for regular membership
on the
Graduate ~'aculty, a faculty member- must:
1. hold an appropriate terminal degree in the teaching field;
2. hold the rank of associate professor or above;
3. have at least three years _full-·time teaching experience at the
senior college or_graduate level;
4. have a solid record of effective teaching, (LA.);
5. present
a
record of high--quality scholarly and
creative
achievement, (LB,);
6. have a history of acc-E!ptable University and public service,
q.C.);
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S.

Associate Membership.
To qualify for associate membership on the
Graduate Faculty, a faculty member must:
1. hold an appropriate terminal degree in the teaching field;
2. hold the rank of assistant professor or above;
3. have at least One year's full- time teaching experience at the
senior college level or provide evidence of appropriate related
experience;
I,. show evidence of effect-tva teaching (LA.);
5. present evidence of high quality scholarly and creative
achievements (1. B. ) ;
6. be involved in University and public service, (I.C.).

Associate membership is limited to a maximum of two terms.
G.

III.

IV.

Adjunct
membership.
Individuals
who
do
not
have
regular
appointments to Western Kentucky University may be approved for
Adjunct Membership on the Graduate Facul ty.
Candidates
for
appointment to Adjunct Membership must either meet the requirements
for Associate or Regular. Membership or present equally notable.
qualifications based on education and experience specific to the
assignment.
Appointees approved on the basis of professional
experience must be recognized for their high-quality contributions
to their field of expertise and must be able to· share knowledge that
reflects the viewpoint of the professional practitioner.
Adjunct
membership is for a specified term(s) or course(s) only.

Appointment Procedures.
Recomm.mdation is initiated by the department
head with the concurrence of the graduate faculty of the department.
The recommendation must then be approved by the college dean and
graduate dean before being acted upon by the Graduate Council.
Term of appointment: Regular membership appointments expire at
of six years.
Associate membership appointments expire at the
four .years..
Adjunct membership appo}.ntments expire at the end
term(s) or course(s), as specified in the appointment, or,
latest,. two years after appointment.

the end
end of
of the
at the

V.

Requirements
for
reappointment:
Requirements and procedures
for
reappointment
include those . Jar
the original appointment.
The
candidate's record during the previous term on the Graduate Faculty will
be given primary consideration in deciding on reappointment. Candidates
for reappointment as regular or associate should show evidence of
involvement in graduate programs including teaching graduate classes,
directing theses/specialist projects, and serving as major advisor
and/or
committee
member
for
graduate
students.
Reappointment
considerations for adjunct members will be based upon the candidate'S
academic reCOrd and/or the continued involvement: and growth in the
profession during the pt'evious two-year period.

VI.

Any graduate faculty appointment made other than as provided herein
shall require written justification that such action will serve the best
interest of the graduate program and shall follow the appointment
procedure as stated in III.
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Completion of Doctorate or Haster' sDegree, - l"acultyappointed to the
univet'sity after January 1, 1985, who have ,not completed a Ph;D. will receive
a letter of appointment which specifies the conditions ,undet' which a salary
adjustment will be made and the appropriate amounts involved.
E'aculty
employed pdor to January 1, 1985, who complete all requirements for the
doctorate or master's degree after July 1 may receive the stipul!ltedsalary
adjustment lo lhe doctoral or master's h,v", 1 on Octob",!' "1, Nov",mber 1,
~'ebruary l, or Mal'ch 1.
If th", degree- requirements are completed af ter March
1 but before July 1, the adjustment in salat'y will be effective on July 1 of
the following academic year. The adjustment in the salary will be made after
the Office of Academic Affairs receives certification from' the appropriate
official' of the Graduate School where the degree requiremerits have been
completed.
Faculty Hembers Appointed to Doctoral Positions Prior to Conipleting the
Doctoral Degree
Before a faculty member working on the doctorate is
appointed by Western to a position requiring a doctorate,the faculty member'S
gt'aduate advisor should send a letter to Western stating the faculty member's
progress a)ld the probable date of completion of the doctoral degree.
tf the
faculty member is hit'ed before completing the degree, the original 'contract
should' state that a review separate from the regular annual-evaluation will be
held during the fall semester of the second year alWestern-(if the facully
m",mber is still employ",d at the time) to determine progress toward the comple"
tion of; the degree. A final review concerning doctoral progress will be held
dul'ing the fall 'semester of the thlrd year. If the degree is not completed by
the end of lhe third year, the faculty member will not be rehired for a doctoral position for the fourth year.
Guidelines on Faculty Load Responsibilities
1. Among the components of' the total work load of the -faC:u'ity member ar.e
'classroom and 1aboratot'y instruction;
scholarly' activiHes' including
research and creative endeavors; student consultalion and advising;, assisting in the administration of _the work of ,the dep'arbuent or college; 'service
on departmental, college or' University commiltees';' representing' the UniversitY'in a service ot' con"u1tative role to schools',' governmental or outside
agencies; and other duties incidental to the above or as "as'signed by the
head of the department, dean of the college. Vice'-President 'for Academic
Affairs, or the President.
The faculty member will participate in lhe
evening (or Saturday or extension) instructional program(s) upon requesl of
the department head.
2. The contract requires of the faculty member complelefulfUlment of respon-,
sibilities to the academic objecHves of the University: college, deparLment, and discipline.
Outside responsibilities or personal activiHes and
interests must in tio way conflict with the, primary obligations of lhe
faculty member to the University. outside pt'ofessional obligations such as
paid consulting or similar contt'actua1 endeavors may be assumed only upon
the approval of the depat'tment head, lhe dean of the college; the Vice
President for Academic Affairs and, when necessary. the President.
These
activities should in no way interfere with the faculty member meeting his/
her obligations to' the University.
Personal obligations which interfere
with the faculty member's fulfilling total faculty responsibil,ities must be
avoided unless provision is made, in a special, less-than-,full-time contract.
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3. The University provides the faculty member with office space to facilitate
meeting professional responsibilities.
These responsibilities include
participation in departmental and college business; consulting with,
assisting,
and
advisiqg, students;
and
scholarly
activities.
The
maintenance of office hours for these purposes is a professional
responsibility and hout·s should be sufficient to fulfill the, aforementioned
obligations.
4. The faculty member's not~al teaching load is 24 semester hours per academic
year.
S. Graduate faculty members have teaching assignments of 18-24 hours per
academic year. Those with full-time graduate instruction conunitments have
teaching assignments of 18-21 hours, whereas those with part-time graduate
instruction commitments have te:!lching assignments of 18-24 hours. Within
these ranges, teaching loads less than the respective maximums must be
justified by productive research or creative activity equivalent to the
load reduction involved.
The graduate faculty member requesting a load
adjustment must present to the department head a comprehensive written
outlin,e and statement of objectives for the research or creative activity
on which the adjustment is to be based. The department head and college
dean will assess the pt'oposed project acco,ding to the specific criteria
applied to scholarly and creative achievements. At the conclusion of the
academic year in which, a load adjustment has been granted, the faculty
member must submit a full progress report to the department head and
college dean.
This report will be included as a part of the faculty
member's annual review and will be taken into consideration when further
load adjustments are under discussion.
6. Teaching load credit for laboratory courses and for special instructional
programs tn which semester hour equivalents are not applicable is computed
according to an approved formula established by the University after the
circumstances of the particular course of study are evaluated.
Factors
taken into consideration are the supervision required, of the instructor,
the number of laboratory assistants available, the level of instruction,
and similar factors.
Twenty~four contact hours in laboratory-type classes
constitute a full-time teaching load for a semester. 'Teaching load credit
for the supervision of special readings, research and, directed study
courses may be assigned on the basis of one credit hour for each three
students (9 student credit hours).
7. For the improvement of instruction and for the professional advancement of
the faculty through research and set'vice activities, special faculty
assignments may be approved on a limited basis in acc,ordance with the
following guidelines:
a. In evaluating the justification for teaching load adjustments or
assignment
of
special
assistance as
a means of
instructional
improvement, the department head and dean of the college may consider
such factors'as total student load, level of instruction, contact hours,
number and complexity of C)ourse preparations, and other similar
factors. Normally, a faculty member teaching nine semester hours would
not be eligible for any additional load adjustment. The department head
shall' initiate and justify all recommendations for load reductions in
this category which he/she submits to the dean of the college for
approval.
b. The dean of the college shall carefully evaluate the impact of such
assignments on the educational program and class schedule of the
!iepadmePr'
~j; ill ~etermiped that aq~rect budgetary allocatiqn }!i
necessar¥, the approval of the Vice president for Academic Affairs will
be requireq,
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If

c. Normally, requests for a special assignment for research or set'vice
activity are initiated by the faculty member, who is r.'equired to present
to the department head a comprehensive outline and statement of
objectives for the proposed project'.
At the conclusion of a semester
during which a special assignment has been pursued, the faculty member
shall submU a full. progress repo['t to the. department' head and the
co liege dean. The co llege dean shall submit each semester a summaL'y of
these reports to the Vice President for Academic Affairs.
For the
guidance of the department head and the dean of the college the
following factors .are to be considered in addition to more specific
:meritsof the res.earch or service proposal:.
(1) The contribution that the. activity will make. to the professional
career of the individual or to the .. edl,lcational .mission of the
University.
(2) The potential for acquiring outside financial support for the
project as a result of the special assignment.
(3) The implication of the proposal as it may rel,ate to the University
communit1 . or to the service region and the patrons of the
U;niversity.
(4) The usefulness of the project for teaching, including the involve·
ment. of students in an educational context. .
d. To insure relative uniformity of the application of these guidelines,
the following pt'ovisions shall apply to this category of faculty
assignments:
(1) Within a month after the conclusion of registration, all such
assignments shall be verified .to the Vice. President for Academic
Affairs by the dean of the college.
(2) All special assignments for research and service activities shall
be made on a tentative basis not later than two months prior to the
registration date for the next semester. Such assignments may be
finalized during the registration process.
Preference shall be
given to those projects which may be pursued during the. semester of
least enrollment for the particular department.
(3) All· special. faculty assignments in terms. of total semester-·twur
load adjustment should: not exceed 3.5 percent of the number of
semester hou'rs taught by the·faculty of the Univet'sity during the
most recent comparable semester
e. speciai faculty assignments which involve an adjustment of teaching load
for administrative responsibilities within a department or college fall
in a separate category and must be approved in advance by the dean of
the college and the Vice President. for. Academic Affairs.
·8. Department heads not'11lally teach twelve semester hours each year depending
upon the size and complexity of the program and staff in t1:le department.
Special circunlstances may justify deviation from this guideline, in which
case the dean of the college should provide proper justification.
Academic
deans normally are expected to teach one class or perform the equivalent in
other duties each semester. Associate and assistant deans teach from one to
two
classes
each
semester
dependent
upon
the
extent
of
their
responsibilities.
9. In addition to the provisions for special assignments (see number 7 above),
load or salary consideration for research or service activities may be
authorized under the following circumstances:
a. When a funded project provides a budget for a portion of the facl,llty
i;; 1
membl!r' s time;
p. Whe;' a' S~nuner Research Feliowship is granted by the University UpOll
reconunendation of the F'aculty Research ConuniUee to provide fR'{'~
~~search assignment with stipend during a sununer session.
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Course Syllabi or OUtlines - Course outlines are submitted to the Academic Counc i 1 when new courses are approved and fi led with the, Vice Pres ident
for Academic Affairs and the dean of the college concerned.
The scope and
content of multi-section courses taught by more than one instl'uctOl' are expec",
ted to be coordinated by the department head to insure l'~lative uniformity.
Copies of cUl'l'entcourse syllabi are to be kept in the depal'tment office.
Field Trips - Fields tl'ips ,Which are listed as pal't of the course description in the University Bulletin Catalog are considered "regular field
trips" and require only that the department head, the college dean, and the
Dean of Student Affait·s be notified and provided a list of students making the
trip. Trips not listed as part of a catalog course description are "special
field trips" and require approval through a "Request for Special Field Trip
Appt"oval" form.
Copies of this appt"oval form may be obtained from the
d<lpartmental or college office.
It is important that each faculty member supervising any field trip ascertain that the trip constitutes an authorized University activity in accordance
with the above pat:agraph.
Participation in a non-authorized activity would
expose, the faculty member to the risk of personal legal liability.
Tests and Examinations
Testing and exam1n1ng procedures are left
largely to the individual faculty member; but University policy states that,
at the beginnin,g of. each course, the professor will. inform each student in
writing regarding the factors to be considered in determining grades and the
specific weight to be assigned to each of the factors.
A, schedule of final examinations is produced in the official class, schedule
bULletin at the beginning of each semester.
All finals must be conducted at
the periods scheduled tlnless Special arrangements for deviation fl'om the
schedule have been made with the department head and approved by the dean of
the college concerned.
Grading
In the system, of grading employed by the University, the
letters A, B, C, D, F, and X are used by faculty members to indicate the
achievement or status of students in their courses; in addition, the Registrar
employs the letters W, NR, and NG in certain specific circllmstances., These
letters have the following meanings!
A
-Excellent, valued at four quality points for each semester hour
B
~Good,valued at three quality points for each semester hour
C
-Average, valued at two quality points for each semester hour
D
-Below average, unsatisfactot"y, indicates deficiency, valued at one
quality point for each semester hour, but gives credit for graduation
provided that with such credits the student's overall scholastic
standing is 2.0 or more.
F
-Failure, val\1ed at no semester hours completed and no quality points
X
-Incomplete
W -Withdrew
NR -No grade reported by instructor
NG -Used
for
certain
laboratory
experiences
and
for
maintaining
matriculation during the thesis writing process.
At the undergraduat.e level, credit can be earned in a course in which a
grade of F has been made only by repeating the course in residence.
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A grade of X (incomplete) is given only,when some relatively small amount
of work is not completed because of illness or some other reason satisfactory
to the instructor.
A grade of X (incomplete) ,will automatically become an F
unless removed within· 12 weeks of the ·next full semester regardless of whether
the student. re-enroHs.
The grade is llot to be used under any circumstances
as a substitute for F.
At the graduate or master's level, grades lower than C may not be used in
meeting .degree or non-degree program requirements.
Except in the case of
theses or specialist projects, the grade of X (incomplete) becomes F on the
'student's transcript if the work is not ..completed within one calendar year.
Thereafter, the gradepoint average will include the F. In the case of theses
(599) and specialist projects (699), a grade of X .must be reported for each
enrollment period prior to submission of the approved thesis or specialist
project to the Graduate College after which the grade may.be. changed.
A student's grade'S become a part of the official record at the University
and are treated confidentially. Except at the student's request, grades will
be available only for faculty advisement or other prOfessional uses.
Aoademii! AdviSing - Faculty advisors are. assigned to new students prior
to the initial registration. students who have chosen a major field of stUdy
are assisted by faculty advisors from the college and academic department that
offe'·s .the maj or.
The Director of the University Academic. Advising Center coordinates
academic ,advising among undergraduate colleges and departments. In addition,
the University Academic Advising Center provides academic advising for all
students who have not decided on a specific major.
Advisors assist students in selecting courses each .. semester to fulfill
general education requirements, pre-major requireme"ts, and major and minor
requirements for graduation.
students desiring to change majors and/or change advisors should obtain an
official change form in the University Academic .AdvisingCenter.
students are expected to work with a faculty advisor in preparing an
official "Undergraduate Degree Program" form to be .submitted. at the beginning
of the junior year. Listed on the fO.rm are all <;,o,.llrses "completed" and all
courses .. to be taken" to complete the. course requireme"ts for'a baccalaureate
degree.
office Hours - Faculty members are expected '.to; post .. cLass schedules and
of fice hours. Faculty members have a responslbili ty ;to provide the department
head and stUdents each semester with their office hour schedules.
Inability
to meet classes or to maintain office hoUl;·", ... should ..be reported to the
department head.
Absence from Work
All faculty members are expected to meet their
classes regularly and promptly at the scheduled time.
The·department head
should be notified immediately of. illness, death .in the family, or other
emergencies necessitating absence from the campus.
Sick. leave and annual
leave are not provided for nine-month faculty appointments.
Smoking - In accordance' with state fire and insurance regulations. it is
a University policy that there be no smoking in classrooms. laboratories.
elevators. and all other areas designated by no smoking signs.
Department
heads and all other faculty members are charged' with the. responsibility pi:
enforcing this FegJ.llation in their respective areas.
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Faculty Grievance Procedure
!.

II.

It!.

PUrpose
presenting
considered
established

To allow an individual faculty member a procedure for
a grievance, without fear of reprisal, and having it
in an expeditio~s and orderly process.
The procedure
herein is advisot·y and is not an adjudicatory process.

Definition of Grievance
An allegation that there has been a
violation, misinterpretation, or improper application of existing
pol. icies, rules, regulations, practices, and/ or procedures or a com~
plaint that a faculty member has been treated unfairly or inequitably
or has been unreasonably hindered in the performance of his/her duties.
Appeal Through Administrative Channels - Every effort ought first to
be made to resolve the matter informally by conversation with the
department head, dean, or Vice President for Academic Affairs. If the
faculty member wishes to pursue the grievance, the grievance must then
be filed in writing within thirty days after its occurrence at the
nearest administt'ative level.
If a grievance cannot be resolved at the nearest administrative level,
a faculty memQer may request review at successiiTely higher admi.nistrative levels - dean, Vice President for Academic Affairs, and President.

IV.

Appeal Through

Advi~ory

Committee on Faculty Grievance

A.

Establishment of Con1l1\ittee - The President shall appoint an Advisory
Committee on Faculty Grievance. ,The Committee shall be drawn from the
same pool chosen for the Advisory Committee on Faculty continuance.

B.

Selection - The Committee "hall be a standing committee of five (5)
tenured faculty members selected annually from a, list by lot.
A
faculty member shall not participate in a case involving a faculty
member from the same department; and a member chosen shall remove
himself/herself either at the request of the party or on his/her qwn
initiative, if he/she deems himself/herself disqualified because of
bias or interest.
Each party shall have a maximum of two (2) challenges without stated cause.
Supplementary selections and lists shall
proceed in the same manner until ",n accepted con1l1\ittee is constituted.
The Committee shall designate one

C.

(1)

member as Chairperson.

Procedures - When a faculty member has been unable to achieve satisfactory resolution from the department head (director), dean, and/ or Vice
President for Academic Affait:s, he/she may request a review by the Com..
mittee through the President. The request for a review must be submitted in writing, together with a statement of the grievance.
Upon
receipt of the grievance , the President shall have the Advi.sory Commit-·
tee on Faculty Grievance convene through the Procedures described
above. The Committee will not review in this way matters for which
other fot~al procedures have been specifically outlined in the Faculty
Handbook:
(1) allegatio;"s of discrimination due t,o race, sex, religion, national origin, age, handicap, or veteran status; (2) dismissal
ft'om employment before Il: stipulated time of service has been comp~e~eq
or without the minimal advance notice specified for termination' of
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probationary faculty; (3) allegations that the nonrenewal of a probationary faculty member constitutes a violation of academic freedom; and
(4) termination of tenured faculty.
The Committee after a preliminary investigation, arid upon a vote of a
inajority of its ·members, may rule that a partiqllar grievance does not
merit review by the Committee.
When it has been determined that a
grievance lies within the scope of the Committee, the Chairperson shall
initiate a Committee review by notifying all appropriate parties of the
review procedure to be followed.
The committee shall be empowered to
request any and all parties to submit evidence related to the grievance. This review shall be completed within 45 days, excluding official holidays andviacations.
At the conclusion of the· review, the
Committee will forward a written report of its findings to the
President and to the facuity member.
the writ·ten decision of the
President shall be forwarded to the Chairperson of the Committee and to
the faculty member.
If the President does not accept all or part of
the findings and recommendations of the Committee, he/she will include
in.the decision the reasons for not doing so.
The decision of the President is final.
V.

Annual Report _. At the end of each academic year, the President shall
provide a written report t.o the Board o.f Regents regarding the number
and type of cases presented in the preceding year.
The report shall
·include the Committee's rec;mmendations for each case and its final
d ispos it ion.
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PROFESSIONAL RESPONSIBILITIES AND FUNCTIONS
Academic Freedom -- The University subscril?es to the fotlowing principles:
faculty members are entitled to freedom in the classroom in discussing
their disciplines and in selecting teaching aids and library materials, (2)
faculty members are entitled in their areas of specialization to freedom in
research and investigation and in the publication of results; and (3) faculty
members are entitled to freedom in participating as responsible citizens in
community affairs.
The above. statement is not to be interpreted as prote,ctive of af! incompe-·
tent or negligent faculty member, nor does it prevent the University from
evaluating the work of each faculty member. Faculty members should not introduce into their teaching contt'oversial issues which have no relation to the
subject matter.
As representative of a learned profession and of the University, they should remember that. the public may judge the profession and the
University by their utterances and behavior. Therefore, they should strive at
all times to be accurate, to exercise appropriate restraint, to shojIT respect
for the opinions of others, and to indicate that in voicing their personal
opinions they do not represent the institution. Faculty members should recognize th~ right and. responsibility of their departmental colleagues to review
the selection of teaching materials to insure quality and uniformity of
instruction and to insure that budgetary limitations are acknowledged.
(1)

Professional Growth - It is the policy of the University to encourage the
continuous professional growth and development of its faculty memb~rs through
additional graduate study, research, membership in professional organizations,
and attendance at professional meetings and workshops. Requests for leaves of
absence for continued study or professional improvement are carefully considered and have normally been approved when feasible.
Persons with less than
the generally recognized terminal degree in their area of specializat ion are
encouraged to continue work toward that degree whenever possible. In general,
the University expects the individual raculty member to take the initiative in
identifying and meeting his/her own professional growth needs.
Faculty Development Funds ,- The University, throullh the Faculty D<Ilvelopment .Committee , makes limited monetary assistance availabl~ to full-time
faculty. .Funding, in variable amounts, is awarded on a competitive basis in
two . categories:
Individual Developmental Funding and Unit Developmental
Funding.
Asa general rule, funding provided during a fiscal year will not
exceed $500 for an individual grant and $1,000 for a unit grant. The Faculty
Development Committee meets monthly.
Guidelines and application forms are
available upon request in the Office of Academic Affairs.
Participation in Professional and Learned Societies
The University
encourages faculty members to join and participate in the activities of professional organizations, associations, and societies. It' is not the policy of
the university, however, to allow departmental funds to be 4sed for membership fees, dues, or oth~r assessments of such groups.
Research and Publication - The University encourages faculty members to
engage in research and to publish their schqlarlyefforts whenever possible.
Tile inqividual faculty member is completely free to undertake scholarly inves-tigations in his(her area of specialization. However, research for outside
agen~i~~
<'~nd
for pecuniary
return must' not intl'lrfere
with regular
University
•
'_
' '
"
,
,', • ,
"j
J
-,', , '
duhes.
~hus, the department head and the college dean' will be informed ot'
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such activities. Li.mited funds for faculty research are available through the
];"aculty Research Committee and the University encourages faculty to seek
external research grants and contracts.
The Office of Sponsored Programs is
available to assist faculty in locating external funding sources. Support for
research is also provided through the Office of Academic Computing and
Research Services.
Faculty Research Grant FUnds - To encourage participation in research and
contributions to knowledge, the .Faculty Research Committee administers University funds which have been made available for faculty research and development
p,oj ects. Applications for these funds should conform to general guidelines
available in the Office of the Vice President for Academic Affairs.
Grants
are awarded on a competitive basis in two categories:
Regular Faculty
Research Grants of variable amounts, awarded monthly; and Summer Fellowships
in the amount of $4,OOO,awarded annually (see page 28).
Unrestricted Development FUnds-· The Unrestricted Development Funds are
distributed at the discretion of the President to build academic quality and
student leadership. Among the priorities which have been established for dis··
tributing these funds are:
(1) matching external grants, (2) purchasing
equipment, (3) instructional development, (4) student and faculty recruitment,
(5) research,. and (6) staff development and general enhancement of academic
programs.
Specific guidelines and application procedures are ava i.lable
through the Office of the President.
outside Employment and Consultation - Normally, the primary responsibilities. of the faculty member include classroom teaching, student advisement,
research and writing, work on faculty committees and similar duties. However,
faculty members may undertake responsibilities above and beyond these duties
with prior approval of the University.
A standard University fot'lU is available tor submission of requests for such approval. It is assumed that preparation for and involvement in such activities will not interfere with the
faculty member's primary responsibility to the University and that care will
be. taken to insure proper fulfillment of these obligations.
The following
guidelines govern such additional workload activities.
Extra-university Consulting and .other Professional Activity
Institutions of higher education and their professional employees are obligated to
encourage and assist with the transfer of knowledge from the University community to society in general. ·Activities such as those which are the subject
of this policy are a primary means of accomplishing this goal. In addition,
such activities provide the opportunity for individual professional development anderthancement of job satisfaction by those participating in them.
I t is the purpose of this po licy to establish as an integral part of the
University program a means by which faculty and other personnel may participate in professional consulting and service activities while full-time
employees of the Univet·sity.
Approval to participate in such activities will be granted according to
procedures outlined below, provided the purposes of the activity are clearly
identified and are found to be consistent with this and other university
policies.
Definitions.
For the purpose of this policy, extra--University consulti.ng
and other professional activity shall include those professional services
rr~vi~e~ P¥ ~n bldividual employee to an individual, agency, or firm f'lF· ij
~al,!r~ or for a fee.
Such activ~tywill not not'lUally involve the use' of
J1niversitymaterial, equipment, or 'services, neither shall the name or imagi>
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of the Unive~sity be used in any manne~ to suggest institutional endo~sement
or suppo~t of a non-Univet'sity enterp~ise. Requests fo~ pa~ticipation in outside pt'ofessional assignments that do involve use of othe~ University pe~
sonnel, facilities, mate~ial, o~ equipment should be performed on a cont~ac
tual ba.sis with the University ~athe~ than on an individual consulting basis.
Excluded from this policy are outside summe~ consulting and employment
activities by nine·-month faculty members who have no sununer term teaching
~esponsibilities .. and who seek to participate in such activities during the
period afte~ spring commencement and prior to the beginning of the ensuing
fall term.
Also excluded from this policy are those "occasional or incidental" professional activities which do not conflict with the spirit o~ intent of this
policy and the procedures for implementing it.
"Occasional or incidental"
professional activities are one-time activities or services to o~ganizations
othe~ than the Unive~sity, such as participation on agency p~oposal .review
panels; site visit teams' voluntary se~vices to p~ofessionalorganizations;
delivery of occasional lectures or semina~s at othe~ institutions; office o~
telephone consultations of a brief duration or natu~e; reading and evaluation
of manuscripts o~ writing reviews; and serving as an expert witness o~ rendering of .professional opinions in depositions. Since consulting .activities may
be a component of faculty evaluation in the area of public service, it is the
responsibility of the· individual employee to report consulting activities to
the administ~ative unit head ~egarding involvement in such occasional and
incidental services.
Procedures.
The va~iety of outside employment and consulting situations
available to the professional and the potential of these activities to.det~act
f~om the services cont~acted to the University requi~e that each applicant and
his or her superior examine carefully each oppo~tunity on an individual basis.
Written approval to. participate in activities covered by this policy will
be provided when all of the following conditions are met:
pu~poses of the activity contribute to and a~e consistent with those
programs of the pa~ticipant's depa~tment or unit.
2. Other normal Unive~sity duties. and responsibilities can be met without
~eassignment to othe~s.
3 ..The~e. is no conflict of interest involved.

1. The

To initiate the request for app~oval, the employee .must complete the stan~
dard form designed for that pu~pose. The following information must be p~o
vided: the specific nature of the work to be performed and its relationship
to ongoing University purposes; an estimate of the amount of time involved;
the du~ation (and, if appropriate, the frequency) of the services to be
pt'ovided (hours, days, or months); and the specific hou~s, days or months
involved.
The r'equest' for p~io~ approval shall be submitted fo~ review to the participant' S administ~ative unit head, who will subsequently. fo~wa~d it through
channels with a recommendation to the Vice President.
Such requests shall
become a. matter of Unive~sity record maintained in the Office of the Vice
President. That office shall review each request and the accompanying recommendations and approve them, provided they are consistent .with the provisions
of this and other University policies and related administ~ative procedures.
The participant and those reviewing the request will be p~ovided w~itten notification of~ction by the Vice President.
'.
SemiannuaHy j:.he Vice President shall repot'l: to the V,riivet'sity f!resident a
sl-l!l1ll)ary and arialysis of requests ~eceived including a list of those approved
~M'4isapproved .
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When activities covez:ed by this policy az:e of a continuous oz: pz:olonged
natuz:e (one semester or more) or when one person requests paz:ticipation in
moz:e than one such activity during an academic term, careful consideration
must be tiven to the pz:oposed schedule of set'vices as they relate to
designated responsibilities of the University employee,
My long-term
involvement is subject to pez:iodic review by the University, and a z:equest foz:
approval must be filed at least annually (preferably at the start of each
academic year),
The frequency and duration of professional activities shal.l
be the primary considerations in the review process.
Limitations.
Individuals subject to this policy whose annual working
appointment is for a period of 9 or 1() months are provided up to four (4)
working days per full calendar month for participation in the activities
covered by this policy while the University is in session.
For individuals
holding a nine- or ten-month annual appointment who assume sununer term
responsibilities with the University, one additional day per full calendar
week employed during the term of summer is available to participate in
activities covered by this policy.
University personnel subject to this policy who receive annual appointments
of 11 or 12 months are allowed up to four (4) working days in the calendar
month to participate in the activities covered by this policy. Because of the
importance of persons, holding executive, administrative, and managerial positions to the daily operation of the University, these persons are urged to
limit such activities to periods when the University is not in session and
their services are less likely to be required.
Implementation and Interpretation. It is the intent of this policy to provide a framework within which decisions regarding the use and availability of
University resources can be made.
The employee-"employer relationship that
exists between the University and its duly appointed personnel also provides a
basis for decisions regarding activities which are the subject of this
policy. It is, therefore, the obligation of each person seeking to participate in such activities and his or her supervisors to share the responsibility
for following the procedures outlined above.
Internal Consulting, participation in Funded Projects, and Supplemental
Pay - This policy establishes a means by which faculty and other professional
staff may participate in intra-University consulting and service activities
while a full-time employee of the University." Activities such as those which
are the subject of this policy provide the opportunity for individual professional development of those participating in them and are strongly encouraged.
Policy.
It is the policy, of the U~iversity that incidental internal
consulting' is normally considered to be included in the base pay of faculty,
professional nonfaculty, executive, administrative, and managerial personnel.
Additional or supplemental compensation is allowable in those unusual cases
when all of the following circumstances exist:
1. Services are perfoz:med in addition to those associated with the person's
salaried employment.
2. Services are pt'ovided across depaz:tmental lines.
3. Prioz: appz:oval of the Univez:sity has been obtained.
The rate of compensation foz: intz:a-Univez:sity consulting must be consistent
with the fee or rate that normally would be paid to persons from outside the
!.lniversity with equivalent" credentials who would provide the same services.
Itl 'l~~ting the rate of compensation, careful consideration must be givel) j:p
possible sourc",:;; qf documenj;aj;ion that will indicate that the fee recommePde4
fqr ,tl)e yn,i"~rsi~:( ,emplo'yee is not more than that chaz:ged by e~tefriai
consultanj;s.
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Procedures. All requests for advance approval of internal consulting must
be submitted to the administrative unit head or director and forwarded to him
or her through the appropriate dean or supervisor to the appropriate vice
president.
The President of the University will act UP\>n the request after
receiving the recommendations provided by the Vice President.
Supplementary pay for responsibilities accepted which relate to the program
and operation of a departmental unit during the summer term is covered under
other policies and procedures.
Except as cited above, all other supplementary p'ay, including that for
participation in funded projects, shall be processed as a part of the regular
payroll distribution system (including appropriate withholding and University
contributions).
For faculty members and others covered by this policy who
participate in proj ects funded by a state, federal, or other external agency,
prior approval of the University must be obtained through the established
administrative channels.
When considering requests for involvement in activities for which supplementary pay will be provided, the faculty member and each administrator must
carefully examine the extent of the involvement in view of other University
responsibilities, e~tra-University consulting, and other professional activities.. In the event that the total 'professional involvement of the partici'pant will equal or exceed the normal University load by 25 percent oVer a
period of anyone semester, an adjustment in workload will be made or the
request will be denied.
In either event, a written justification will be
forwarded to the President for final consideration.
A record of action and
justification will be placed in the University official files maintained by
the Vice President for Academic Affairs.
Special Administrative Assignment. Faculty members whose primary responsibilities are for instruction, research and creative activities, public
service, academic committee work, and student advisement are occasionally
involved in extensive additional functions associated with the administra-·
tion of funded projects. An adjustment in salary for those additional responsibilities will be made upon written request, subject to prior approval and in
accordance with the following:
.1. The supplementary pay rate shall be consistent with the extent and duration

of the added responsibilities and the compensation received by others
having similar University administt'ative assignment.
2. Should the extent of inVOlvement in administt'ative functions be equivalent
to more than a 25 percent assignment, an adjustment in the conditions of
the appointment of the person involved will be made.
3. The appt'opriate administt'ative unit head or director will submit in writing
a
recommendation with supporting documentation through the regular
administrative channels after conferring with the faculty member and the
appropriate dean.
This action requires complete administrative review and
approval by the Board of Regents upon recon~endation of the President.
Sponsored Research - A faculty member may engage in sponsored research
activities in the field of specialization in addition to teaching responsibilities when such research activities, in the opinion of the department head
and dean of the college, do not require so much time as to interfere with the
primary assignment.
An appropriate reduction of teaching load will be made
When appt'oved research requires more than one-fifth of the· faculty member's
tim~r ¥~~earch activities should be related to the professional competency of
the' faculty member. Research .which requires cooperation between a government~J.agen.cy or outside organization and thl'l University must have the prior
approval of the University administration and the agency or organization.
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Directorships of Special Projects, Institutes, or Direct Involvement in
Such Activities as Assistants, Internal Consultants, etc.
With prior
approval of the University, a faculty member may engage in the above mentioned
activities in addition to full-·time faculty responsibilities when, as determined by the depart.ment head and the dean of the college, such involvement
does not interfere with the primary assignment.
An appropriate reduction of
the teaching load will be made when such activities require more than ono·
fifth of the faculty member's time.
Administration of Externally Funded Grants and cop-tracts - As a center of
learning, western Kentucky University encourages faculty members to engage in
scholarly and service activities which are consistent with the University's
educational mission and established programs. Whenever possible, such activities should complement the instructional program, and in all cases they must
relate to the faculty member's area of professional expertise.
Research and
service activities which are funded through external grants and contracts
require special prior approval by University officials to insur:e that thore
will be no conflict with regular assigned responsibilities of the faculty
member to the students, the department, the college, or the University.
Participation in Funded Projects
Participation. in funded research
activity may be authorized by Westeen Kentucky Univeesity. Kentucky statutes
state the following in eelation to federal funding:
164.288 Power of state Universities and Colleges to Accept
Federal Aid.
Any of the state colleges or universities of
Kentucky or the state on behalf of any of the colleges or
universities may accept federal aid in the form of services,
equipment, supplies, materials or funds by way of gift, grant
or loan for the purpose of higher education including student
loans.
Any of the state colleges or universities acting
through its president or its governing board is hereby
authorized to receive such services, equipment, supplies,
materials, and funds as are now available or may be made
available.

The decision to participate in funded projects must take into consideration
several factors.
Existing demands for faculty time in the areas of teaching,
research, and public service must be taken into consideration when seeking to
secure outside funding for new programs. Care must be taken by the department
head and t.he dean of each college to assure that participation in funded
project activity does not detract from responsibilities to the student.
Grants and Contracts Sought by Western Kentucky University - Grants and
contracts sought by the University include grants for the construction of
academic facilities, . for instructional equipment, for direct loans and grants
to students, for program development and enrichment, and for support of basic
and applied research. Cooperative relationships which show promise of developing programs of benefit to· the· public are encouraged.
Before proposal
activity is undertaken,projects should be discussed with the department head,
the dean of the college, and Office of Sponsored Programs. Preliminary dis-·
cussions by the faculty with the Office of Sponsored Programs are encouraged
before submission of a proposal.
These discussions should lead to the
proposal's having the approval of the appropriate department head an<~ the ~e~n
whi!'h mljst pe gained prior to review of the proposal by the offices
th~
Vice'Presi<ient. for academic Affairs and the Office of to!, president.

of
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Grants. Gifts, and Contracts - Research or project activity conducted by
University faculty may be supported in whole or in part through resources or
funds provided by donors in the form of research gifts, grants, or contracts.
Preliminat'y negotiations and prospective contracts, with the prior knowledge
of the department head and college dean, may be conducted by faculty members.
However, all such program arrangements must have approval of the President or
his/her designated representative, and must be coordinated through the Office
of Sponsored Programs.
Acceptance of Grants, Gifts, and Contracts - The authority to accept a
grant or gift as well as to enter into a contract, is vested in the President. The President or his designated representative signs all contracts on
behalf of the University.
Other University personnel may not commit the
institution to grant requests or contracts.
Budget Preparation for Project Activities - The assistance of the Office
of Sponsored Programs is available to the faculty for the preparation of
budgets f.or project activities.
Before any budget is submitted, whether in
preliminary or final form, the concurrence of the Director of the Budget is
secured by the Office of Sponsored Programs. Indirect cost rates are established by negotiations with agencies outside the University. The appropriate
indirect cost rate must be used in the preparation of a budget.
Indirect
costs represent actual expenses of the University, and these funds may not be
committed or obligated by the project directors. The designation of faculty
,members to participate in funded research or project activity must have the
approval of the department head, college dean, and Vice President for Academic
Affairs .
.Conflict gf Interest - Members of the faculty and staff, when undertaking
or engaging in funded projects, must avoid possible conflicts of interest.
Kentucky statutes state the following in relation to conflicts of interest:
164.390 Interest in Contract Prohibited.
No president,
professor, teacher, regent, member of the executive council
Or other officer or employee shall be interested in any
contract or purchase for the building or repa1r1ng of any
structure or furnishing any supplies for the use of a university or college.,

University Responsibility
Western Kentucky University exercises its
responsibility for ,the supervision and administration of all contracts in
which it is engaged.
Formulation of budgets and fiscal responsibility, as
well as the preparation of appropriate reports, is the responsibility of the
University.
Specifically, the University exercises the following types of
organizational
and
administrative action to provide for
the proper
administration of grants and contracts:
1. The establishment of accounting procedures to insure that funds from donors
are expended in accordance with contractual obligations.
2. The establishment of procedures for the proper execution of contractual
obligations in which the professional faculty participate.
3. The formulation of regulations governing university staff and faculty in
the conduct of business relating to donated funds.
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4. The provlslon of advice and guidance to the faculty regarding problems
which may arise as a result of outside financial arrangements.
All funds received by the University from external agencies are handled in
the same manner· as, and are subject to the regulations applied to, general
funds of the University. Grants, contracts, and project monies are in general
more rigor9usly controlled than other University funds in that such funds are
expended in accordance, with the terms and conditions specified by the donor or
contracting agency. Funds provided by a grant or contract may not be eXpended
before or beyond the dates of the grant or contract. All funds received from
outside the University are subject to both internal and external audit. Such
funds may be expended only within the specified categories of the contract.
Travel Expenses - Grants, contracts, and project activity often require
ttavel as a condition of the activity. Anticipated expenses for travel should
be included as part of the projected or approved budget. Regulations of the
University and the Commonwealth governing travel apply equally to all grants,
contracts, or project activity. For detailed information on travel and travel
expenses, the Kentucky Standard Travel Regulations found in the University
Personnel Manual should be consulted.
other Policies Related to Grantor Contract Activities:
Protection of Human Subjects - The University has provided the National
Institute of Health with an overall statement that certifies that:
Western
will maintain a Standing Committee to Review Research Protocols
and in
general oversee the conduct of sponsored Research that involves. Human
Subjects. While this committee is formalized for only Externally supported
efforts, guidelines developed by the Public Health Service are, considered
appropriate fQI' all University Sponsored Research.
The Office of Sponsored
Programs can provide copies of those guidelines.
Animal Welfare - The University has provided the Public Health Service
with an overall certification that slates:
(a) Western will comply with PHS
Regulations that relates to care and use of veL·tebrate animals in testing,
research and training, (b) a standing committee will oversee the Reseaarch
Protocols of Sponsored Research efforts, and (c) that the committee will
ins)lre the humane treatment and maintenance of laboratory animals. The Office
of Sponsored Programs can provide assistance in obtaining information on
Animal Welfare requirements.
PATENT POLICY
As a public institution of higher education, Western Kentucky University
has broad responsibility in the areas of instruction, service, and research.
Faculty engaging in research may make significant discoveries which have
c,ommercial application. Income resulting from patents is to be regulated in
the public interest by procedures set forth in this policy.
Scope of the Policy Statement - This policy statement is defined to
include any member of the facult.y, staff, or student body of Western Kentucky
University.
General Policy -, An invention or patent which is the result of the use of
staff, materials, equipment, time, or facilities shall bEl owned and controlled
by Western Kentucky University.
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Patents and Research Sponsors - Sponsors for research may wish to retain
parUal or total cont["ol of inventions and patents which are the result of the
sponsored research, Unless agreed to in advance of the ["esearch, all patent
rights £l'om sponsored research shall be owned and controlled by Western
Kentucky University,
Relationship of the Faculty, Staff, or Student Body and western Kentucky
University in Regard to Patents
1. Faculty, staff, or students having a joint interest with Western Kentucky
University in an invention or discovery shall assign patent rights to
Western Kentucky University,
2, F'acu1ty, staff, or students of the University have the responsibility to
report in w["iting to the Committee on Patents any invention or discovery of
patentable value,
F'aculty, staff, or students are not obligated to apply
for a patent unless such expenses are borne by Western Kentucky
University,
Faculty, staff, or students must agree to cooperate with
Western Kentucky University in patent application procedures,
Faculty,
staff, or students may have an interest in a patent application and may
share in the returns, as determined by the Committee on Patents,
3. Interest of the Unive["sity in all cases involving invention or discovery
shall be determined by the standing Committee on Patents appointed by the
President of Western Kentucky University,
.'acully, staff, or students
engaged in patent delibe~'ations shall be present or may be represented in
discussions before the Committee on Patents, The decision of the Committee
shall be final and shall determine the interest of the pa["ties in the
invention or discovery,
The Committee on Patents shall act in acco["dance
with the following gene["al principles:
a, If the Committee on Patents finds that an invention 0[" discovery made
by faculty, staff, 0[" students was not related to employment by Western
Kentucky Unive["sity and was not the result of the use of staff,
materials, equipment, time, or facilities owned or controlled by
Western Kentucky University, Western Kentucky University shall have no
interest in the invention or discovery,
b, If the Committee on Patents determines that an invention or discovery
is related to employment or the use of the resou["ces of Western
Kentucky University, patent ["ights shall be assigned to Western
Kentucky University with the faculty, staff, 0[" student. membe[" having
an interest in the invention 0[" discovery and sharing in the returnS.
as detet'mined by the Committee on Patents,
e, To determine the i.nte["est which the faculty, staf f, 0[" student shall
have, the Con~ittee on Patents shall conside[" whether Western Kentucky
Unive["sity paid, or did not pay, fo[" time spent in the ["esearch which
led to the invention or discovery,
The Committee on Patents shall
deter:mine the extent to which University resources were used in
["esea["ch,
The Con~ittee on Patents shal.l determine the involvement in
advice and assistance given to the invento[" by associates of Western
Kentucky University,
The Con~ittee on Patents shall determine the
relationship which existed between the invention, or, discovery and the
responsibilities of the faculty, staff, 0[" student member,
S, Should Weste~"T\ Kentucky University not initiate a patent search within nine
months or a patent application within eighteen months of the receipt of a
w["itten report of an invention or discovery, the individual faculty, staff,
or stUdent membe[" may apply fo[" a patent and shall own all rights,
6, In case of sponsored research, the cont["act between western Kentucky
University and the sponsoring agency shall be binding on the faculty,
staff, 0[" student members engaged on the project the same as if each were a
party to that agreement,
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ACADEMIC INFORMATION
GENERAL INFORMATION
Registration - Normally, students will register for courses on the days
designated in the University Calendar for this purpose. Detailed instructions
are made available by the Registrar. Unless otherwise indicated most members
of the faculty and staff are assigned responsibilities in registration.
Duties are assigned by the Registrar and the department heads, and such duties
are usually announced in advance.
Scheduling of Classes - Most of the classes of the University meet on a
which means that classes meet five times every two
weeks. The system works in the following manner: One week classes which meet
on Monday and Wednesday will also meet on Friday. The next week classes which
meet on Tuesday and Thursday will meet on Friday. This makes it possible to
schedule classes at the same hour both on Monday and Wednesday and on Tuesday
and Thursday, because the classes will meet at that time on alternating
Fridays.
This provides greater flexibility in the scheduling of classes.
Because of the 5-10 scheduling system, classes meet for 60 minutes. Laboratories usually meet for longer periods.
5-10 scheduling system,

Sununer School Program - Six hout·s is considered a full teaching load for
the sununer. Faculty are reimbursed for teaching during the summer as follows:
3 hI'S. - 7 1/2% of their base salary with a cap of $2,500
6 hI'S. - 15% of their base salary with a cap of $5,000
Academic Functions - All faculty members are expected to participate in
the formal convocations of the University and to wear academic regalia when
appropriate.
Protection of University Personnel and Property - The University maintains a full-time security force of trained and experienced security and law
enforcement .officers under the direction of the Office of Public Safety.
These officers are responsible for security of all University property and
personnel on campus.
The security office may be reached at 745-2549 on the
University phone system. In emergency situations the security automobiles may
be reached by radio through the Bowling Green City Police Headquarters.
Public Information
The overall direction and superv1s10n of public
relations is the responsibility of the Office of Public Information, which is
charged with informiI\g the public concerning significant developments at the
University and with gathering and channeling University news to press. radio.
and television outlets. It is highly desirable that each faculty member keep
the Office of Public Information informed of significant· accomplishments and
activities.
Extra-Curricular Duties - Most faculty members are expected to set've on
University committees, act as faculty sponsors and advisors to student
organizations, or engage.in other extra-curricular functions. Such activities
are considered a vital contribution of the faculty member to the University
conununity.
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Class Rolls
The day following registration, the Registrar's Office
sends to each faculty member an unofficial roll for each class.
After t.he.
official drop-add period, the Registrar's office issues an official roll for
each class which, once verified by the instructor, is to be used to submit to
the Registrar's Office a mid-semester deficiency report in accordance with
instruction" which will come from the Registrar.
If a student is attending
class and the name is not on the class roll, it is extremely important that
the instructor send the student to the Registrar's Office.
A final class
roll, issued just prior to the end of the term, is used for reporting final
grades.
Grade Reporting
I t is the responsibility of each faculty member to
assign and report a grade for each student who is enrolled in class within the
specified time listed on the semester calendar.
All grades are reported to
the Registrar's Office on the official class roll and in accordance with
instructions issued by the Registt·ar.
Once a grade is reported it may be
changed only by the teacher concerned with the approval of the department head
and only in case of elTor in reporting.
Such changes must be made on the
official form provided and available in the Registrar's Office.
Grades will be recorded in the RegistL'ar's Office as reported 'by the teachers in charge of the various courses.
Students who drop a class wi thin the
period indicated for this purpose in the University Calendar will have no
grade recorded.
After the date on which students may withdraw from a class
without a grade, they will be given W or F for the time during which they were
in the class as reported by the instructor.
In all cases, students
withdrawing from classes must secure official permission.
In the absence of
an official withdrawal, a grade of F will be recorded regardless of the
~. of work being done by the student at the time of withdrawal.
/

. Grade Books - Grade books are to be a part of the official class records
of each teacher. It is a policy of the University that an accurate account be
kept in this book of the attendance, grades, and other data of the teacher'S
choosing which will give an account of the progress of the student.
Grade
books shotlld be turned in to the department head if work at the University is
terminated. They may be filed with the department head for permanent keeping
at any time.
At the beginning of each
Informing Students of Grading Procedures
course, the professor wi.ll inform each student in writing of the factors to be
considered in determining grades and the specific weight to be assigned to
each of the factors.
Sttldent Records - The Registrar's Office maintains a current record on
each student's academic progress at the University.
These records are.
confidential but are accessible to. faculty members for advisement or other
professional purposes. A faculty member desiring to check a student's record
should contact the Registrar's Office.
Faculty members. should be familiar
with the Family Educational Right and Privacy Act of 1974 and Western's
guidelines (see Appendix).
University Cotlnseling
Services
Center
The University counseling
Services Center has a professionally trained staff to work with students
experiencing. educational, vocational, or personal-social problems.
Faculty
members at'e encouraged to identify and refer to the Center students in need of
such help. The Center also administers a testing service for a wide range of
standardized examinations.
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Printing and Copying Center Services - A well-equipped print shop where
bul.letins, bt'ochures, and various other official pUblications are printed is
located in the Service and Supply Building, The Print Shop has facilities to
fold, collate, and bind publications,
Six fast-copy centers are located on
campus, one in Room 141 of the College of Education building, one in the Print
Shop, one in Room 14 of Thompson Complex-Central Wing, one in Cherry Hall, one
in the Ivan Wilson Fine Arts. Center, and one across the street from the
Wetherby Administration Building. Funds for printing and copying are included
in each department's budget and requests for this service.should be submitted
through the department head.
Most departments and colleges have ditto and
mimeograph machines which may be used by members of the faculty and staff.
Professional Secretarial Services
Academic departments are provided
with professional secretaries, either on a full-time or part-time basis as the
need justifies.
The availability of the departmental secretary to per.form
work for individual faculty members will be determined by the department head.
Part-Time Student Employees - Each department head is allocated funds for
the hiring of students through the various student aid and work-study pro-grams. The number of students, their work schedules, and the allocation among
the department members are left to the discretion of the department head.
Individual faculty members desiring student assistance should contact their
respective department head.
Normally students cannot work in excess of 15
hours per week.
Teaching Facilities and Classroom Supplies
Each departmental budget
includes an allocation of funds for classroom equipment and supplies.
Requests for supplies, equipment, and repairs should be made through the
department head.
The planning for needed equipment and teaching aids takes
place when the annual departmental budget is being prepared, usually in the
spring of each year. All funds, regardless of their source, must be expended
through the use of an official purchase order. The University is not responsible for any purchase made by faculty or staff members. without proper
approval and issuance of an official purchase order.
Office Facilities - The University provides its faculty and staff with
the most adequate offices and furniture available.
Requests for additional
office equipment, such as bookcases, file cabinets, etc., should be made
through the department head.
Campus Bookstore Facilities .- The University Bookstore is located in the
Downing University Center and supplies textbooks and other instructional
materials. Normally. textbook requests are submitted to the bookstore through
the department head·. The bookstore will also receive orders on textbooks and
supplementary materials from faculty members.
Upon presentation of their
identification card, faculty and staff are granted a ten percent discount on
materials purchased at the bookstore.
ACADEMIC OFFENSES
The maintenance of academic integrity is of fundamental importance to the
University. Thus it should be clearly understood that acts of plagiarism or
any other form of cheating will not be tolerated and that anyonecoi\\lllitting
such acts risks punishment of a serious nature.
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Academic Dishonesty - I t is the responsibility of each faculty member to
maintain at all times conditions which discourage academic dishonesty in any
form. > Faculty should be careful to insure that class records and examinations
are not accessible to those not entitled to such information and should make
every effort to inspi.re in the student the proper attitude and respect for
hone~ty in academic work.
The Dean of Student Affairs is available for assistance in dealing with cases of dishonesty.
Plagiarism - To represent written work taken from another source as one' s
Plagiarism is a serious offense. The academic work of a
own is plagiarism.
student must be his or her own.
One must give the author(s) >credit for any
source material used. To lift content directly from a source without giving
credit is a flagrant act. To present a borrowed passage without reference to
the source after having changed a few words is also plagiari~m.
Cheating - No student shall receive or give assistance not authorized by
the instructor in taking an examination or in the preparation of an essay.
laboratory report. probiem assignment. or other project which is submitted for
purposes of grade determination.
DispOSition of Offenses
A faculty member encountering, plagiarism or
cheati.ngin student work may choose one or both of the following procedures:
1. Assign the grade which is deemed appropriate by the faculty member for the

particular assignment or examination in which the offense occurred.
2. Present the case to the Office of the Dean of Student Life for disciplinary
action.
The assignment of a grade of F to that portion of the course work in which
the academic dishonesty is detected may of course have as its consequence the
assignment of a failing grade for the entire course; but an F as the final
grade should not ,be assigned solely as punishment for the particular offense.
A student who believes a faculty member has dealt unfairly with him or her in
a case involving academic dishonesty may seek relief through the Student
Complaint Procedure.
Other Types of Academic Dishonesty - Other types of . academic offenses.
such as the theft or sale of tests. should be reported to the Office of the
Dean of Student Life for disciplinary action.
STUDENT COMPLAINT PROCEDURE
The four-step procedure for resolving a student· s complaint concerning a
faculty member is outlined belo~:
step 1 (Faculty Member Level) - The first step is for the student to discuss the complaint with the faculty member involved. If the faculty member is
no longer employed by the University. the student should go directly to the
department head who will contact and represent the former faculty member.
If
the complaint involves a grade. the student must take the complaint, to the
faculty member within the first two weeks of the first regular semester '(fall.
spring) following lhe assignment of the grade. I t is hoped that the complaint
may ,be satisfactorily resolved at this level.
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Step 2 (Departmental Level) - If the student and the faculty member are
Utlable i.o resolve. t.he complaint, the student may take the complaint to the
faculty member's department head. I t is the responsibility of the department
head to arrange for a conference where the student, faculty member, and the
department head will be present for discussion.
Neither the faculty member
nor the student will be allowed representation at the conference.
The
department head shall hear both sides of the complaint and shall attempt to
mediate a settlement. The department head shall keep a written record of the
proceedings, including the reconunended solution.
The department head's
reconunended solution is to be considered by both the faculty member and the
student as a reconunendation and not as a decision that is binding .

•

step 3 (College Level) - Should the student be unable to receive the
satisfaction desired at the departmental level, the complaint may be taken to
the college level. Written notification of the complaint must be submitted to
the college dean or his designated representative within two weeks after the
conference with the department head (Step 2). Upon receipt of the notifiea-·
tion, the college dean or the dean's representative shall p~·ovide the student
a copy of the procedural guidelines to be followed by the College Complaint
Conunittee. The procedural guidelines shall provide for a conference with both
the student and the faculty member present for joint discussion of the complaint with the conunittee.
The student must submit a written complaint to the College Complaint
Conunittee.
The conunittee will be responsible for scheduling the conference
within two weeks following the submission of the written complaint.
The
written complaint should clearly state what is considered to be unreasonable
and/or unfair practices or procedures and may include as much detail as the
student wishes to include. Neither the faculty member nor the student will be
allowed representation at the conference.
The College Complaint Committee
shall hear both sides of the complaint and render a decision. The decision
shall be sent in writing to the Vice President for Academic Affairs, with
copies being sent as a matter of record to the student, to the faculty member,
and to the faculty member's department head and college dean. The Office of
the Vice President for Academic Affairs shall be responsible for enforcing the
decision of the college conunittee but shall not enforce the decision until two
weeks after the decision is made by the college conunittee, providing either
the student or thfl faculty member an opportunity to submit a formal written
notice of appeal to the University Complaint Conunittee.
step 4 (Univflrsity Levfll) - Should the student or the faculty member
desire to appeal the decision of the College Complaint Conunittee, a formal
written notice of appeal may be submitted within two weeks following the decision to the University Complaint Conunittee chairperson, with a copy to the
Vice President for Academic Affairs. The chairperson of the University Complaint .conunittee will provide the student and the faculty member involved with
a .copy of the University Complaint Conunittee's Procedural Guidelines.
The
University Complaint Conunittee, after securing copies of the written procefldings from the department head and the College Complaint Conunittee, wll1 schedule a conference wherfl the faculty member and the student jointly discuss the
issue. Neither the faculty member nor the student will be allowed representa·lion at the conference.
The committee's decision will be sent to the Vice
President for Academic Affairs, with copies being sent as a matter of record
to the student and faculty member and to the faculty member's department head
and college dean. The Office of the Vice President for Academic Affairs will
see that decisions of the University Complaint Conunittee are carried out. The
University Complaint Conunittee's decision is final.
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LIBRARY SERVICES
The Division of Libr-ary Set'vices includes the main complex of Helm Library
and Cravens Graduate Center- and Library.
The follow- ing research and
resources centers are also part of the library system on campus: (1) Kentucky
Library', (2) Kentucky Museum, (3) university Archives, (4) Science Libr-ary,
and (5) Educational Resources Center.
These libraries and study centers provide a seating capacity for 3,173 or
approximately 28 percent of the student body.
Library' holdings number over
1,000, 000 in hard copy and microfilm collections. All books and resources are
housed in open stack areas.
All resources circulate with the exception of
periodicals, reference books, and specific reset"ve materials. Identification
!!ards are needed to check out books. Books checked out to faculty are due at
the end of each semester.
The Kentucky Museum contains a collection of artifacts relating to Kentucky
and offers exhibits"
lectures, workshops, and other programs emphasizing
historical aspects of the state.
The University Archives, established in November 1971, is housed in Helm
Library and administered by a professional librarian.
The purpose of the
Archives is to collect, preset"ve, and organize for appropriate use the recorq.s
of the Unillersity which are required for administrative functions and are
essential for the historical study of the institution, including its genealogical antecedents.
Such recot"ds include correspondence, reports, minutes,
tapes, ,photographS, scrapbooks, publications, and other items, such as
clippings and articles about the University and its personnel.
Reference
service is availab le.
Several services are available tp faculty:
1.

2.
3.

The Reserve Collection is housed in the Circulation area.
Each
semester a faculty member can request a special reserve collection of
books which are in short supply and high demand.
The faculty member
determines the circulation period for these books.
Copy ser-vice for departmental char-ges is provided in Cravens and the
Science Library; coin-operated machines are available at all locations.
Microfiche catalogs of the Library's collection are located in academic
buildi,ngs and residence halls, as well as library lo'cations.
DIVISION OF TELECOMMUNICATIONS

The Division of Telecommunications supports the missions of the University
through the production, acquisition, and dissemination of media resources
including the operation of six broadcast stations.
The principle areas are
Media Services (formerly Audiovisual), the Public Radio Service (WKYU-FM,
WCOL-FM, WKPB-FM, and WKUE-FM), and the Public Television Service
(WKYU-TV).
,
,
'

Media Services, located in the center of the first floor of the Tate C.
Page Hall, provides films, videotapes and equipment in support of classroom
media utilization,
and
offers
instructional
graphiC:
and photographic
production.
The University film and videotape library contains oller 3,500
titles. In addition, Media Services operates the Third District Film Library,
a coop~rative organization of 20 school districts containing over 4,000 films.
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The Faculty Media Center, located in Page Hall 130, provides facilities and
assistance for faculty to develop their own material. Capabilities include
desk top publishing, photographic copying and slide duplication, audio
duplication, video editing,
and basic graphic processes.
For more
infor.mation, call 145---3754.
The Student Media Center is located on the second floor of the Helm Library
and pt'ovides student access to computer and media resources.
Capabili ties
include videotape, audio cassette, records, Apple and IBM compatible computers
and access to the computer facilities of Academic Computing services. Faculty
may p1ace materials on reserve for student access. For more information, call
745-6150.
Western's
Public
Radio
Service,
WKYU-88.9-FM
in
Bowling
Green,
WDCL-89.7-FM
in
Somerset,
WKPB-89.5-FM
in
Henderson-Owensboro,
and
WKUE-90.9-FM in
Elizabethtown,
provides
the highest quality mustc,
information, news and public affairs programs 24 hours per day to over sixty
percent of the Commonwealth, plus extensive areas of northcentral Tennessee
and southern Indiana.
In addition, to programs produced by the network's professional staff,
Western's public radio service presents National Public Radio's outstanding
programs, MORNING EDITION and ALL THINGS CONSIDERED, plus regular live
broadcasts from the National Press Club.
Faculty and staff members interested in joining the nearly 2,000 members
who help support the public radio service should call 745-5489 for more
infot~ation and a sample copy of CHOICE, the monthly guide to programs.
The Public Television Service, located in the Robert Cochran Wing of the
Academic Complex, produces television programs for classroom instruction,
statewide distribution on cable systems and the Kentucky Educational
Television network, and for national distribution to public television
stations and other agencies.
Western's own public television station, WKYU-TV, operating on channel 24
with a power of 400,000 watts provides a variety of educational and
informational programs as well as the only local public television service for
southcentral _Kentucky.
The set"vice radius extends approximately 50 miles.
The station is affiliated with PBS, the Learning Channel, and the Southern
Educational Communications Association.
The campus radio station has provided a professional laboratory for
students in Broadcast Communication since 1975. Now FM, the noncommercial
station (WWHR, 91.7mHz) serves the entire campus and surrounding area.
Progt"amming originates from the studios on the third floor of the Academic
Complex.
The station is operated in cooperation with the Department of
Con~unication and Broadcasting.
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COMPUTER SERVICES
Office of Computer and Informational Services - This office, through the
subareas of Institutional Studies and the Computer Center, provides data
procelilsing and research services to both academic and administrative sections
of the University. The Office of Computer and Informational Services reports
to the Executive Vice President for Administrative Affairs.
The principal
services are:
1. Collection, analysis, and reporting of basic University data.
2. Institutional research and informational services.
3. Administrative data processing and computer services.
Offiee of Academic Computing and Research Services
The Office of
Academic Computing and Research Services reports to the Vice President for
Academic Affairs.
The purpose of the Office is to support the general
University con~unity in its instructional and research activities with
computing hardware, software, and consulting services including statistics.
research desil!;n, and short courses on topics of general application.
Tile
University holds memberships in several data archiving associations, and data
from the Bureau of the Census and a number of other sources can be obtained
for instruction and research.
Additionally, the Office supports various
university projects such as the annual student evaluation of instructors and
courses.
Academic Computing provides time-sharing sel'vices on University IBM and
Digital Equipment Corporation VAX computers and offers BITNET electronic mail
and, supercomputer access over the Kentucky Educational Computing Network.
Terminals attached to these network resources and microcomputer local area
networks are located in general purpose user laboratories at Thompson Complex
Central 'Wing, Grise Hall, Helm Library, the College of Education Building, and
science and Technology Hall.
Computing time, consulting, and data archive resources are made available
without charge to students, faculty and administrators engaged in University
supported instruction and research. Charges are made for these services when
projects are supported by external funding.
The offices and data . processing
center for Academic computing and. Research Services are located in Science,and
Technology Hall (Room 226, telephone 745-4981).
GRANT AND CONTRACT SERVICES
The basic function of the Office of Sponsored Programs is to develop the
grant and contract program for Western Kentucky University.
The Office of
Sponsored Programs reports to the Vice President for Academic Affairs.
The services provided are as follows:
1. Identification of' funding sources for specific needs and programs;
2. Consultation on and guides in the development of grant and contract
proposals;
3. Processing of proposals and contracts;
4. Dissemination of information to faculty and staff concerning grant
sources, guidelines, and the administration of specific ,programs;
5 .. Maintenance of central grants record file;
6. Liaison with off-campus agencies;
7. Assistance with incidental costs associated with proposal development
and publication of project results.
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EXTENDED CAMPUS PROGRAMS

•

Extended campus offerings have become an integral part of the educational
mission of Western Kentucky University.
In 1978, the Council on Higher
Education assigned Western Kentucky University the responsibility for an
extended campus coordinating area.
In the Council's 1989 guidelines, this
area is referred to as the Designated Service Area (DSA).
Western's DSA
includes 27 counties and extends from the Ohio River to the Tennessee border
and ft·om the western boundaries of McLean, Muhlenberg, and Todd Counties to
the eastern bordet·s of Adair, Russell, and Clinton Counties. The DSA has been
sUbdivided into four centers, each having an ·administrative office with its
own director and support staff.
The offices are located in Owensboro, Ft.
Knox, Glasgow, and Russellville. The Extended Campus. Centers are coordinated
through the office of the Dean of the Graduate College and Extended Campus.
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PERSONNEL POLICIES AND SERVICES

SALARY PAYMENT PROCEDURES
Salary Checks - Faculty members employed on a nine-month's basis receive
twelve salary checks, payable at the end of each month.
The academic year
runs ft·om August 16 to May 15 with payments made July 1 to June. 30.
Salary
checks are distributed through departmental offices. New faculty will receive
their first check at the end of August and will receive 2/12 of their annual
salary at that time.
Payroll Deductions
Mandatory payroll withholding includes federal
income tax, state income tax, city occupational tax, county occupational tax
(if applicable), Social Security, and retirement.
Voluntary elections for
medical insurance, United Way Fund contributions, group life insurance, tax
sheltered annuities, U.S. Savings Bonds, cafeteria plan options, direct
deposits, and Development Fund and College Heights Foundation contributions
may be deducted.
INSURANCE BENEFITS
Group Life Insurance
Western's group life plan was adopted after
careful consideration by the administration and the insurance committee. The
plan chosen is· designed to provide the faculty member with a subst.antial
amount af life insurance protection at a low premium cost.
The University
shares in the expense of the program.
Faculty members are insured for the basic amount of insurance ($10,000).
In addition to the basic insurance, faculty members are eligible for optional
insurance in the amount equal to one or two times their annual salary rounded
to the next higher thousand.
The basic insurance cost is paid by the University. The optional insurance
is available to the individual faculty member at low-cost group term rates.
Faculty members may also purchase a limited amount of spousal life insurance.
Medical Insurance
The University provides a variety of medical
insurance coverage for regular full-time employees.
The University pays a
portion of the medical insurance cost and the employee uses payroll
withholding for any additional cost for single or family coverage. The plan
includes major medical protection.
Disability Insurance
The University provides
long--term disability
income protection through an insurance plan coordinated with benefit.s available from Social Security and the retirement system.
The individual premium
cost is paid by the University.
Tax Sheltered Annuity Program - Faculty and staff may participate in tax
sheltered annuity programs. Payroll deduction is available for this purpose.
The Kentucky Teachers.' Retirement· System offers a t.ax shelt.ered plan to
supplement other features of the retirement provisions, and commercial companies also offer tax sheltered programs.
For further information, contact
the Department of Personnel Services.
Group Travel Accident Insurance
The University provides a business
travel accident plan for faculty members.
The plan provides for· $100,000.00
coverage for accidental death or dismemberment.
Contact the Department of
Personnel Services for additional information.
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Workers' Compensation
Employees of Western Kentucky University are
covered under a blanket Workers' compensation policy purchased by the Common-wealth of Kentucky_
In general, the policy provides coverage for personal
injury sustained by the employee by accid.ent and for disabi.lity resulting ft-om
occupational diseases arising out of and in the COUL'se of employment, or for
death resulting from such accidental injury or occupational disease,
RETIREMENT
Teacher Retirement - All faculty members are required to participate in
the Kentucky Teacher Retirement System_ The faculty member's contribution is
6.16 percent of gross salary, and the University contributes 13.84 percent.
Participants become vested in the system after five yeaL's.
Social Security .- The law requires that a deduction on earnings be made
ret;ularly from each employee's paycheck, and the University, as employer, is
taxed an equal amount.
The Social Security program is in addition to the
other benefit programs administered by the Univet·sity.
OTHER POLICIES, SERVICES AND BENEFITS
Official Travel . Each department has budgeted funds for tt'aveL
Author·ization for travel must be made by the department head before the trip is
made. Travel expenses are usually borne by the individual, who is later reim·bursed after filing an expense voucher.
The University has an arrangement
with local travel agencies in which travel reservations are made and tickets
purchased by the travel agency. When this service is used, the faculty member
lists the travel agency as second payee on the travel expense voucher.
Department heads· have copies of the Travel Regulations which are contained in
the Personnel Manual.
Identification Cards - The University pt'ovides identification cards for
all regular employees.
The card is designed for use in the University
Libraries, Business Office, University Book Store, recreational. facilities,
etc. Faculty and staff members should contact the Personnel Services Depart-·
ment to have identification cards prepared.
WKU Credit Union -The WKU Credit Union, Inc. provides high-yield savings
and low-cost loan services for its faculty and staff as well as southern Ken··
tucky educational employees and their family members.
One may invest in regular share accounts, share certificates, money market
certificates, and holiday club accounts.
Interest-bearing share dL'aft
(checking) accounts aL'e available to membeL's· as well as ATM caL'ds which can be
used
state-wide.
Loans
are available for
automobiles,
boats,
home
improvement, personal items, educational expenses, etc.
All accounts are
insured to $100,000 by the National Credit Union Association.
For further
information stop by the Credit Union offices located in the Garrett Conference
Center or Camphel.l Lane. The main phone number is 745-2411.
Dental Hygiene Services - The Dental Hygiene Program in the Allied Health
Department is an academic unit that provides preventive dental care for
W~stern Kentucky University students, staff, faculty and their .families at a
very minimal cost. The set'vices include: a complete dental examination, oral
prophylaxis, flour ides , radiographs and sealants. . ~'or an appointment, call
745·2426.

student Health Service - The Student Health Service pt"ovides outpatient
faeilities for students.
The staff includes a physician, a physician's
as~:;istant, a nurse practitioner, nurses, a pharmacist, a health educator, and
x-ray and medical technologists.
'·Ot· faculty and staff, the UmitHd services include first aid, allergy
injections, and certain inununizations.
other Benefits - Among other benefits available are:
Season tickets (maximum of two) to all home football, basketball j and
baseball games at reduced (50%) rates.
Reduced rates fot" spouses of regu 1 at" , full-time faculty and staff enrolling
in evening and day classes. In addition, faculty and staff members may parti-cipate in the Tui lion Scholarship Program.
See the Personnel Manual,
Personnel Policy 11'1-64, for details.
A ten percent discount on materials purchases at the College Heights
Bookstore.
Use of recreational facilities in the Downing University Center, Diddle
Arelia, and L.T. Smith Stadium.
Use of University Stationery and Postage
The use of offid al University
statlomory and of the mailing service is restricted to faculty members,
officers, and departments cart'ying on officially recognized and authot'ized
business of the Univet·sity.
Stationery and metered postage are pt'ovided forofficial correspondence only.
Iluilding Security·· Faculty and staff members are urged to use the same
rules of good jUdgment to insure security of keys to University buildings and
to individual offices that would be used fot' one's own home or other personal
properly.
A key may be obtained by a request to the department head, who in ·turn
submits a written request (for~\ available ft'om the Physical Plant) to the
Assistant Director of the Physical Plant.
I f employment at the university
terminates, or a faculty member is away on leave of absence, keys must be
retumed to the Physical Plant building.
Housing .. The Univf)rsity has a limited number of t'ental housing units
available to the faculty.
Interested faculty members should dit'ect their
inquiries to the Dir-ectot' of Housing. These facilities are designed primarily
to provide the new faculty member with desirable living quarters fot' a limited
period of lime in order to pet'mit sufficient opportunity to fully appraise
living conditions and more conveniently make permanent art'angements.
.·aculty
membet·s may find ass istance in locating apartments, houses, or rooms by
consulting the Dit'ector of Housing.
~'iles
are kept available on housing
facilithos and contacts are made with community agencies and pt'operty ownet·s
who may assist.
Deans of the colleges. and depat'tment heads will be happy to
assist. new staff members in finding suitable living q,;,arters.
Food Services . The Director- of .·ood Services is in charge of the cafe·
terias and snack bar.
The faculty and staff are cordially invited to use
these facilities.
A limited number of banquets for official Uni)lersily
organizations can be served by F'ood Services; at't'angements for these must be
made with the Director. A full line of vending services supplements the above
facilities and can be found in convenient locations for use by the students,
faculty and staff.
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MISCELLANEOUS INFORMATION
CUltural and Recreational Opportunities - The following items will give
some idea of the great variety of activities available to Western faculty and
staff .
'fho University and the Rodes-Helm Lecture Series bring to the University
campus each year a number of outstanding lectures on various topics. A series
of outstanding artistic events is presented each year through the University's
Fine Arts Festival.
The Department of Music sponsors a number of musical presentations including special seasonal concerts. In addition, many faculty and student recitals
are given throughout the year.
The Department of Communication and Theatre and the Western Players present
a series of programs during the academic year. Summer Dinner Theatre programs
are also scheduled during the summer sessions.
A small fee is charged for
admis- SiOli to major productions; however, there is no admission charge for
one-act plays produced by the Department.
The Downing University Center Theatre provides films for the enjoyment of
Western students, faculty, staff, and their families.
A nominal fee is
charged.
The University Gallery in the Ivan Wilson Center for Fine Arts presents a
Variety of historical and contemporary exhibits.
The University library facilities, as well as the public library, are
available for recreational reading.
E'aculty memb<)rs are invited to use the athletic facilities
under the
supervision of the Office of Recreational Activities.
Western holds membership in the Sun Belt Conference and the National Collegiate Athletic Association. The schedule of intercollegtate athletic contests
includes a variety of sports.
Season tickets for basketball, football, and
baseball are available to the faculty and staff at a reduced rate.
A number of lakes and reservoirs are within driving distance of Bowling
Green, and fishing and boating are popular activities for many faculty members.
Institutional PUblications -. In addition to this handbook for faculty the
University has a number of other publications which will prove informative and
helpful.
The Western Kentucky University Bulletin Catalog is . the most complete
publication on the University and its operations.
Normally published biennially, the llniversity Bulletin Catalol; contains descriptions of the various
degree programs, curricula and course offerings of the University, require···
ments for graduation, rules and regulations, course descriptions and listings
of faculty.
All faculty members should familiarize themselves with this
publication.
The Graduate College Issue of the j>ulletin contains descriptions of the
g['aduate programs, curricula and cou[,se offerings, regulations of the Graduate
College, course descriptions, and listings of graduate faculty. All graduate
faculty and students should familiarize themselves with thh publication.
The College Heights Herald and the yearbook, The Talisman, are campus
publications issued under the supervision of the faculty and staff in the
Office of University Publications.
In 1925 the Board of Regents authorized
the establishment of the College Heights Herald and, since that time, the

-60-

Herald and The Talisman have p["ovided labo["ato["y expe["iences in jou["nalism for
stude~ts interested--in developing skills and ["esponsibiiities in the p["actica1
applicaLion of the established standa["ds of p["ofessiona1 jOUL'nalism,
Class Schedule Bu_lletins a["e published th["ough the office of the Dean of
Scholastic Development fo[" each semeste[" and the summe[" tentl,
This bulletin
contains the Uni ve["s ity calenda[", course off e["ings, and all othe[" data pe["·
taining to ["egist["ation and class scheduling for the specific tentl,
gn Campus is prepared and distributed biweekly by the Office of Pub 1 ic
Infot~ation.
The Office of Public Infontlation also collects and records
information from each office and department on campus which is kept in a
master datebook and is available as an infontlational reference to any member
of the faculty or staff in order to avoid conflicts and to coordinate the use
of University facilities.
All available infontlation is distributed at the
beginning of each semester for use as a guide in long-range planning.
A Campus Tour Guide is published by the Office of Public Infontlation and
includes a campus map which is available for distribution to prospective students and workshop groups.
Other literature available from the Office of
Public Infontlation provides infontlation and pictures about campus facilities
and University activities.
Zephyrus is a fine arts magazine affording stUdents of Western Kentucky
University the opportunity to have their creative work published.
The Student. Honors Research Bulleq.!!, published annually by the University
Honors Program, includes as many as 20 articles (four at each level, freshman
through graduate) chosen from among papers written by students and submitted
through the college deans' offices.
The Personnel File, published bimonthly by the Department of Personnel
Services, is a newsletter designed to provide accurate and up-to-date
infot~ation regarding benefits and personnel activities.
Retired Personnel
The .University values the continued support and
assistance of those who have retired from teaching, research, administrative,
and staff positions. Upon retirement under the existing University ["etirement
system, University personnel are entitled to the following benefits:
a Unive["sity identi.fication card, lib["ary privileges, computing. ",ervices, purchase
of a parking pet'mit, use of University recreational facilities upon
presentation of identification, any dental and 9utpatient medical services
which are available to other faculty members, purchase of tickets to academic
and athletic events at the prevailing faculty rate, and enrollment in
University classes under the faculty-staff scholarship plan.
Retired faculty are also eligible to apply for research grants, may upon
request be allocated office space when it is available, may attend without
voting privileges me.etings of the Faculty Senate and the Academic Council, may
participate in academic processions, may be appointed to represent the Univer,·
sity at academic ceremonies at other universities, will receive notices of all
University events, may take part in all ceremonial functions of
the
Unive["sity, and are eligible to have their names included in faculty lists in
!lniversity Bulletins.
Retired personnel are entitled to additional benefits from affiliated
organizations including purchases .at the University Bookstore at the prevail,
ing prices for faculty and sLaff and Lhe continuation of. membership i11 the
Wester.-n Kentucky university Credit Union, inc.
Faculty Lounges
Faculty lounge areas are available in mosL of the
classroom pl-lHdings.
The F'aculty House, located near Cherry Hall, prov:i-4~"
racHHiesfbr fellowship and recreation for faculty members and their spciusei~·,

Faculty Dining B,oom
A special dining facility is
Academic Complex to serve lunch to faculty and their guests.

operated

in

the

Parking Facilities - Parking for faculty members is provided in certain
at'eas on campus which are designated for faculty and staff parking only. The
available spaces in these lots are not reserved for any individual but are on
a first come-first seeved basis.
Official faculty, and staff paeking permit decals authorize use of
faculty/staff parking lots as well as other University parking areas,
I"egardless of their designation.
These decals are available theough t.he
Office of Public Safety upon payment of a eegistra- tion fee. ~'aculty/Staff
permits allow free parking in the Parking Structure during athletic events.
Religious Opportunities - As a state· supported institution the University
is non-denominational, but it cooperates with the churches of Bowling Green
and encourages its students and faculty to attend the churches of their
choice. Many churches, representing a variety of denominations, are found in
the Bowling Green con®unity.
Hail Service - A contract station of the U. S. Post Office is located on
the ground floor of the Downing University Center. Faculty members may rent
private mail boxes or may use the campus mail service which is provided for
each depart- ment.
Campus mail set'vice may be used for official University
mailing without postage attached. The College Heights Post Office operates on
the following schedule during the regular terms: 8:30 a.m. - 4:00 p.m. Monday
through Friday. outgoing mail leaves the post office two times daily, at 2.30
p.m. and 3:30 p.m. During holiday and vacation periods, a special schedule is
followed. Faculty and staff members are notified of the hours the post office
is open during these holiday and vacation periods.
All postal services
offered by the downtown post office (stamps, money orders, insured and regis-tered mail, c.o.d., and special deliveries) are available at the campus post
office.
The University provides a Courier Service to aid in the internal adminis··
trative efficiency of the University. This service, which provides for the
delivery of written communications that pertain to recognized and authorized
official University business, may be used only by members of the University
faculty, the administrative staff, the Associated Students organization, and
other organizations budgeted by the University.
Kentucky Voting
University personnel are encouraged to exercise their
voting privilege in all national, state, and local elections. To qualify to
vote in Kentucky, a person must register for the official voting ,list by going
to the County Clerk's office in the local court house. Persons 18 years of
age or older who have resided in the precinct 30 days are eligible to become
registered voters and vote in national, state, and local elections.
Kentucky Auto and Driver Regulations - Persons moving to Kentucky from
out-of-state are required by law to secure a Kentucky driver'S license within
30 days after establishing residence in the state.
This license may be
acquired by passing the written examination. Automobiles transferred from out
of state must also be licensed in the state once residence has been estab·
lished, and the 5% usage tax must be paid on those cars transferred from
states not having reciprocity agreements with Kentucky.
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CHARTER OF THE ACADEMIC COUNCIL
WESTERN KENTUCKY UNIVERSITY
I.

NAME OF THE ORGANIZATION .
The name of this organization shall be the Academic Council of Western
Kentucky University.

II.

PURPOSE OF THE ORGANIZATION
The Academic Council, comprised of representatives from the faculty,
student body and administration, is the principal agency for curriculum
review and control and for the determination of degree requirements,
standards of scholastic achievement and rules governing faculty-student
relations.

III.

FUNCTIONS OF THE ACADEMIC COUNCIL
A. To recommend to the President through the Vice President for
Academic Affairs academic policies pertaining to the curriculum and
to scholastic regulations.
B. To review all proposals relative to the curriculum of the University
forwarded to it by the duly established Curriculum Committees.
C. To initiate studies and policies pertaining to the curriculum, to
scholastic regulations, or to other matters ·referred to the Council
by the President, the Vice President for Academic Affairs, or the
Council of Academic Deans.
D. TO refer to the duly constituted academic con~ittees, to the Council
of . Ac.ademic Deans, or to special sub-committees of the Council
assignments relative to academic affairs within the pUt'view of
Council authority.
E. To recommend to the President through the Vice President for
Academic Affairs the addition of new majors, minot's or degree
progt'ams at the undergraduate or graduate levels.

IV.

COMPOSITION OF THE ACADEMIC COUNCIL
A. Ex-·officio Membership (voting):
The
The
The
The
The

Deans of the Colleges
President of the Associated Student Government
Associate Vice· President for Academic Affairs
Dean of Scholastic Development
Registrar

B. Elective

Membe~ship

Elected Faculty

Rep~esentatives

and Alternates (voting)

Council has a base numbe~ of 39 elected faculty
and an equal number of alte~nate ~epresentatives.
The ~ep~esentation fo~ each college and fo~ the Academic Se~vices
area shall be based upon a ratio of that college/unit's faculty to
the total faculty, with the ~epresentation being proportional and
the total number of representatives being 39 o~ as close as possible
to that base numbe~.
To maintain this proportional rep~esentation,
the Rules Committee shall calculate anew during the fall semester of
each odd-numbered calendar year the numbe~ of elected faculty
~epresentatives
and alte~nates to which each college/unit is
entitled.
The

Academic

t'ep~esentatives

Elected Student

Rep~esentatives

(voti.ng):

One elected student rep~esentative each from Arts and Humanities;
Business Administ~ation;
Education;
Science,
Technology,
and
Health; and Graduate Colleges.
Elected Student

Alte~nates

One elected student alternate representative each from Arts and
Humanities, Business Administ~ation, Education, Science Technology
and Health, and G~aduate Colleges.
C. Advisory Membership (nonvoting)
Libraries
of Media Services
Director of the University Academic Advising Center'
Directo~>of

Directo~

D. Changes in Membership
The Academic Council may p~opose to the President through the Vice
President fo~ Academic Affairs revisions in the >distribution, number
a~d qualifications of its membership.
D. Replacement of the Chair
Afte~ the election for
f~om the chair's college

the new Chair has been held, the alternate
who received the highest numbe~ of votes in
the last election shall be added to the Council membership fo~ a
one-year term.
Both the Chair and the "replacement" shall be
conside~ed regular members of the Council.
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V.

QUALU'ICATIONS AND TERM OF OFnCI> OF I>LI>CTIVE
COUNCIL

M~;MBERSHIP

ON ACADEMIC

A. Faculty
1..

Membership Qualifications:
Full-·time ranked faculty members of
academic
departments,
including
those 'with
administratilTe
assignments, who halTe completed two years of serlTice at Western
are eligible for membership on the Academic Council.

2.

Term of Membership: The term of membership shall be two years
with one-half of the faculty membership rotating each year.
A
faculty member may be elected for two terms, consecutilTely.
Thereafter, one year must elapse before that faculty member is
again eligible for membership.

B. student
1.

Membership Qualifications:
Any undergraduate student who has
earned a minimum of 60 semester hours, has a minimum grade point
average of 2.75, has at least one semester of residence at
Western and has declared a first major/area of concentration in
a department of the college to be represented is eligible for
membership on the Academic Council.
Any graduate student in
good standing is eligible for membership on the Academic Council
as the student representative from the Graduate College.

2.

Term of Membership: The term of membership shall be one year.
Student members may succeed themsellTes for one additional year.

C. Vacancy in an Office
If an elected

representatilTe is unable to complete the term of
office, the elected alternate with the highest lTote for that unit
wi 11 serITe the t'emainder of the term.
VI.

OFnCERS OF THE ACADEMIC COUNCIL
The Council sha 11 have a
parliamentarian.

VII.

chair,

vice-·chair,

secretary,

recorder and

COMMITTEES OF THE ACADEMIC COUNCIL
The Council shall establish a Rules Committee and other standing
committees to halTe initial jurisdiction alTer ·the lTarious functions
authorized to the Council by the Board of Regents.

VIII.

AMENDMENT OF THE CHARTER OF THE ACADEMIC COUNCIL
The Academic Council may recommend amendments to' the Charter to the
President through the Vice President for Academic ,Affairs.
Final
approlTal for amendments to the Charter requires action by the Board of
Regents upon recommendation of the President.
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RUL!;;S AND PROC!;;DUR!;;S OF TIt!;; ACAD&MIC COUNCIL
1.

ORGANIZATION
A. 9hair:
The Chair of the Academic Council shall be elected on a
yearly basis from the elected faculty representatives of the
Council.
This election shall be conducted by a special caucus of
the elected faculty representatives for the next academic year,
convened at the regularly scheduled April meeting.
The Chair'
presides at meetings of the Council and is responsible for seeing
that the agenda are prepared and that the minutes of the Counc il
meetings are properly kept.
For assistance with these duties, the
Chair shall appoint a secretary, a recorder, and a parliamentarian.
The Chair may create ad hoc committees and shall be the Chair of the
Ru les Conunit tee.
B. Vice-Chair: The Vice--Chair shall be elected on a yearly basis from
the elected faculty representatives of the Council.
This election
shall be held immediately following the election of the Chair.
The
Vice-Chair shall assist the Chair in the preparation of the agenda
and in the conduct of the business of the Council. The Vice .. Chair
shall preside at Council meetings in the Chair's absence and shall
serve as Vice-Chair of the Rules Committee. The Vice-Chair may be
delegated other responsibilities by t.he Chair.
C. Secretary, Recorder, and Parliamentarian:
From the Faculty of the
University, a secretary and a parliamentarian shall be appointed by
the Chair.
A recorder shall be appointed by the Chair ft'om the
faculty Ot' staff of the University.
The Secretary, . Recorder, and
Parliamentarian are voting members of the Council only if they are
appointed ft'om the elected or ex-·officio membership of the Council.
The Secretat·y, assisted by the Recorder, shall be responsible for
keeping the minutes of the Council, for preparing the agenda of the
meetings, and for distributing notices of all meetings to the
membership and to the media as required by law. The Parliamentarian
shall be responsible for advising the Chair on questions of
parliamentary procedure which may arise.
D. Standing Committees
1.

Rules Committee
The Council Chair and Vice-Chair shall be the Chair and Vice
Chair of the Rules Committee.
The functions of the Rules
Committee shall be:
a.

to supervise elections for vacancies on the Council and to
conduct such other elections as necessary.

b.

to recommend to the Council the time and place of re.gular
meetings.

c.

to consider suggested changes in the Charter and Rules anq
Procedures and to make recommendations to the Council.
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2.

d.

to review the Charter and Rules and Procedures and to make
recommendations to the Council.

e.

to conduct a review of the pt'oportion'al representation of
the elected faculty representatives by unit and to make
recommendations to the Council.

f.

to interpret the Charter and Rules and Procedures of the
Council.

g.

to advise the Chair on other matters related to the operation of the Council.

General Education COI\\IUittee
The functions of the General Education COI\\IUittee shall be:

3.

a.

to develop and review general education guidelines and
<;ourse criteria, to review courses, and to, make recolUJnenda·
lions to the Council.

b.

to consider courses Pt"oposed for general education and to
make recommendations to the council.

Academic Requirements and Regulations COI\\IUittee
The functions of the
COI\\IUittee shall be:

4.

Academic

Requirements

and

Regulat.ions

a.

to review undergraduate degree and graduation requirements,
excluding the functions assigned to the General Education
C01l1mittee, and to make recoI\\IUendations to the CounciL

b.

to review scholastic policies and regulations and the inter·
pretation of policies and regulations as they apply generally to the University and to make recommendations to t.he
Council.

Membership of St.anding COI\\IUittees
Before the April Council meeting, one or two individuals shall
be elected from each faculty unit· s elected representatives by
,the unit caucus for the purpose of serving on each standing
cOI\\IUittee for the upcoming year. The stu~ent caucus shall elect
to each standing cOI\\IUittee one or two student elected repres'entatives.
Alternates are not eligible to serve on standing
c01l1mittees except when they replace elected representatives for
a semester or longer.
The Chair shall appoint two advisory
members to the General Education Con~ittee. two advisory members
to the Academic Requirements, and Regulations COI\\IUittee, and one
advisory member to the Rules COI\\IUittee.
The Chair and
Vice-Chait" shall be members of the Rules COI\\IUittee and shall
serve as Chair and Vice·,Chair of that COI\\IUiUee. The Chairs of
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the other standing committees are to be elected for the coming
year at the conclusion of the April Council meet i.ng by members of
the respective committees.
5.

Reports and Reconunendation of Standing Committees
Standing committees of the Council shall make reports to the
Council as necessary and shall file annual reports with the
Secretary of the Council.
Standing conunittees of the Council
shall make recommendations to the Council on those matters which
have received favorable committee action.
An individual member
or groups of members of the Conunittee, in attendance at the
committee meeting when the vote is taken, may file a minority
report. That report shall accompany the committee report in the
material sent to Council members for consideration.

6.

E.

Rules of Standing Committees
a.

Meetings - Standing committees shal.l meet at least once each
month during the academic year.
Special meetings may be
called by the conunittee chair upon the request of a majority
of the committee members.

b.

Quorum -- A quorum shall consist of a
voting members of the committee.

c.

Voting requirements - A simple majority of the quorum is
required for a legal vote.

d.

Other rules - Each standing committee shall adopt such other
rules as necessary for the conduct of business so long as
such rules are not in violation of the Charter or Rules and
Procedures of the Academic Council.
In the absence of
specific rules, Sturgis Standard Code of Parliamentary
Procedure shall be the authority.

simple majority of

Categories of Membership
1.

Ex-Officio Members - Ex-officio members or their designated
representatives are entitled to full participation in the
organization.

2.

Elected
Representatives
Elected
representatives
entitled to full participation in the ot'ganization.

3.

Elected Alternates - An elected alternate shall function in
the place of an elected representative for the same unit
when the elected representative is unable to attend a
Council meeting.
When an elected representative cannot
attend a meeting, that member shall secure a replacement
from the unit alternates and the selected_alternate shall be
responsible for notifying the secretary of the Council of
!ohis action.
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II.

ELECTIONS

Fa~ulty~resentatives

A.

and alternates

1.

An election shall be held each year-.
Si.nce the term of
member-ship
forfaculty
representatives
is
two
years,
approximately
one· half
the
total
numberof
faculty
repl'esentatives shall be elected each year-.
The total
number of alternates shall be elected each year-, however, in
order to give alternates the oppor-tunity to be elected as
representatives for- the year- following their- servi.ce in the
capacity of alternate representatives.

2.

Eight weeks pdor- to the end of the spdng semester the
chair- of the Academic Council shall notify depar-tment heads
of the impending election.
By Friday of the seventh week,
each depar-tment will caucus, choose three nominees, and
tr-ansmit those names to the chair- of the Academic Council
for- inclusion on the ballot.
In or-del' to guarantee an
adequate pool, departments in the college of Education and
Behavior-al
Sciences
will
each
choose
fournominees.
Eligible pet'sons must hold faculty rank and have at least
two years of service at Western Kentucky University.
Those
comp1eti.ng four consecutive years of service on the Council
must skip a year before becoming eligible again.
Nominees
will be chosen by plurality on a secr-et ballot.
The list
for- each unit shall be reviewed by the Rules Committee to
insure the eligibility of those nominated. If any nominees
are found to be ineligible, the chair of the committee shall
so inform the head of the appropriate department.
The
department may then submit replacement names by a date
specified by the Rules Conunittee.

3.

The Rules Conunittee. will prepare separate ballots with lhe
appr-opriate instructions for each college.
the departments
of the college and the nominees within each department shall
be listed in alphabetical order.

4.

Ballots shall be sent by campus mail dudng the sixth week
pr-ior to the end of the spring semester.
In the event that
a faculty member does not receive a ballot, that faculty
member can obtain a ballot through the Secretary of the
Academic Council by certifying that a ballot was not
received through campus mail.

5.

All faculty members and administt'ators with academic rank i.n
a unit shall be eligible to vote in that unit, and voting
shall be by secret ballot.

6.

Each eligible voler shall be permitted to vote for a maximum
of two persons from allY one department and for a maxi.mum
total number of persons equal to the number of vacant
representative offices.
A plurality of legal ballots cast
shall constitute ele·clion. The Rules Committee will resolve
all ties by lot.
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B.

7.

The number of alternates to be selected shall be equal to
the total number of representative members for each unit.
After all representative offices are filled, the remai.ning
alternate vacancies shall be filled by the individuals not
elected as representatives who received the highest vote
totals.

8.

Ballots shall be cast at the appropriate college or area
polling locations by the date and hour determined by the
Rules Committee and specified on the ballot.

9.

The college deans, the director of libraries, and the
director of media services shall be notified of their
responsibility to assist in the collection of the ballots
and in the supervision of the ballot boxes.
Alternate
balloting
locations may be established by the Rules
Committee if proper supervision -of the ballot boxes is
ensured (e.g., a second ballot box for the Ogden College
could be placed with the ballot box for the College of
Education).

10.

The members of the Rules Committee representing an indivi·
dual college or area will be responsible for collecting and
tallying the ballots for that college or area.
The Rules
Committee shall meet within 24 hours of the close of the
balloting to certify the election results and to resolve any
problem.

Student representatives and alternates
1.

Prior to the end of each spring semester, the Associated
Student Government shall conduct an election to select the
student representatives and alternates for the next year.

2.

The Associated Student Government shall obtain a list of all
students eligible to vote.
This list must indicate each
student's declared"major.

3.

To be eligible for election, a student must file with the
Associated Student Government and be certified as eligible
by the Secretary of the Council.
The deadline for filing
for candidacy shall be two weeks prior to the date of
election.

4.

Balloting shall be by secret ballot.

5.

To be eligible to vote for a candidate for representative of
a particular college, the student must have declared a first
major/area of concentration in that college.

6.

A simple majority of legal votes cast shall constitute
election.
In the event that no candidate receives a simple
majority, a vote to attain such a majority shall be taken
between the two candidates receiving the highest number of
Y~frs on the previous ballot.
-

7.

Within 24 hours of the close of the balloting, the elecH~n
results shall be certified in writing to the Chair of the
Counc'il.,

11.1.

M';~;TlNGS

A.

Schedule
Not'mally, the Council meets at 3:20p.m. on the
fourth Thursday of each month during the academic year and at
2:00 p.m. on the fourth Wednesday of June and July during the
sunffiler session. The Council does not normally meet in May and
August.
The Rules Committee shall determine the place of
meetings and may alter the meeting date when i t is in conflict
with University holidays. Special meetings may be called by the
Chair as the volume of Council business dictates. Meetings of
the Academic Council are conducted in accordance with the
requirements of the Kentucky Open Meeting Law.
(KRS 61.
805-6.901).

B.

Q.\!.orum - A quorum shall consist of a si.mple majority
voting membership of the Council.

C.

voting Requirements

of the

An affit'mative vote of a majority of the quorum .of the
Council shall' be required for passage of any measure.
In
the case of an election, a simple majority of legal votes
cast shall constitute election.
In the event that no
candidate receives a simple majority, a vote to attain such
a majority shall be taken between the two candidates receiving the highest number of votes on the 'previous ballot.

1.

2.

The Council will nOt'mally vote by voice or by the raising of
hands.
However, any member of the Council may request a
vote by secret ballot or by any other method of voting and
that request shall be gt·anted.
A request for a secret
ballot shall take precedence over all other requests for
methods of voting.

D.

Agenda and Minute" - The agenda for a Council meeting and the
minutes of the previous meeting shall be prepared by the Chair
with the assistance bf the Vice-·Chair, Secretary and Recorder.
The agenda and the minutes of the previous meeting shall be
distributed to Council members a reasonable time prior to the
meeting.

E.

Visitors ... Visitors shall be seated apart from the membership of
the Counci 1.

F.

First and Second Readings - Procedural matters brought before
the Council require only one reading.
Substantive matters
brought before the Council require two readi.ngs.

G.

Parliamentary Authority - Sturgis Standard Code of Parliamentary
Procedure shall be the parliamentary authority of the Council.

IV. AMENDMENTS TO RULES AND PROCEDURES
The Rules and Procedures of the Council may be amended by majority
vote of the quorum.
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FACULTY SENATE CONSTITUTION
WESTERN KENTUCKY UNIVERSITY
Preamble
The r'aculty Senate at Western Kentucky University is an elected body of
representatives f['om the faculty whose functions are to provide a forum for
the concerns and interests of the University-wide faculty community, to furnish advice and rec()mmendations with reference to policies that pertain to the
faculty, and to make available to the University the expertise of the faculty
on appropriate matters.
I.

FUNCTIONS OF THE FACULTY SENATE
The E'aculty Senate functions as an official representative voice of
the faculty on any University policies which the President may refer to
it for consideration and opinion, or which it determines should be
brought to the attention of the President, or to the Board of Regents
through the President.
It makes reconuuendations to the Academic Council on academic poli-·
cies and programs.
It may, upon request, or upon its own initiative furnish advice and
recommendations on policies and procedures, such as those relating to:
A. Criteria
granting
tion of
creative

for recruitment, appointments, reappointments, promotions,
of tenure, evaluation of work effectiveness, and recogni-outstanding faculty performance in instruction, research,
activity, and service.

B. Salary, workload, working conditions, summer teaching employment,
patent policy, copyright policy, awarding of University research
grants, and recognition and publication of scholarly or creative
work.
C. Retirement programs, insurance plans, sick leave, and other business
issues which concern the faculty.
D. Planning and maintenance of physical facilities when these
affect the attai.nment of
the educational objectives of
University.

may
the

E. Faculty responsibilities, privileges, grievances, sabbatical leaves,
leaves of absence, .travel expenses for professional conventions and
programs, off-campus instruction and service, consulting, and academic freedom.
F. Long range planning of institutional goals and priorities as related
to the functions of the Senate.
'j:he Faculty Senate may advise the Board of Regents, in the event
pf a vacancy or an announced impending vacancy of the Office of Presk
qent, on qualifications ..Eor the Office of President and the pOlicies
t;oncern~ng' hC\llty involvement in the filling of the Office.
.
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IT..

COORDINATlON OF THE ACADEMIC .COUNCIL AND THE FACUl.TY SENATE
Each body is dominant in its stated functions and it is the duty of
each to report its ~ecommendations to the President and to the Board of
Regents through the President.

III.

•

ORGANIZATION
A. Composition
1.

The term faculty fo~ the purposes herein is defined as persons
in the full--time employ of the University who hold faculty rank,
excluding visiting or adjunct p~ofessot's, and who sat.isfy at
least three-fou~ths of their contractual obligation in teaching,
research,
public
service,
and/or other non-·administrative
assignments.
The term college as used herein is defined as the
colleges and the a~ea of Academic Services.

underg~aduate

2.

The Faculty Senate shall be composed of members elected by and
f~om the faculty,· with the President of the University and the
Vice President fo~ Academic Affairs or designated alternates
set'vi-ng as ex-officio, non-voting members.
The Faculty Regent,
unless al~eady an elected member of the Senate, shall be an
ex-officio, non-voting member of the Senate.

3.

Each department is entitled to one senato~ who shall be elected
by secret ballot by the faculty of that department; each college
may also be entitled to at-large senators, The total number of
senatot'S (departmental senators plus at--large senators) to which
each college is entitled is that number which will make up a
delegation equal to 10 percent (rounded to the nearest whole
number) of the college's total faculty as previously defined.
The at-large representation of each college therefore may vary,
and the number shall be determined and adjusted in accordance
with the number of qualified faculty members included on the
official university roster of faculty, supplied by the Office of
Academic Affairs, as of November 1 of the academic year during
which the elections occur.
No department shall have more than
one at-large senator until all departments in the college have
at least one senator serving in an at-large capacity.

4.

Term of Office:
Each elected member shall serve for a ten" of
two years and shall be eligible for reelection for a second consecutive term but ineligible for further reelection until one
year has elapsed. Elections to fill vacancies. shall be for the
unexpired term. Fractions of terms of less than one year served
in fulfilling an unexpired term shall not prevent the individual
feom being elected for two successive terms following that tet'm,

B. Officers
1.

The Faculty Senate _shall have a chairpeeson,
secretary-treasueer, and parliamentarian.

2.

The officers of the Faculty Senate shall serve in thei~ ~espec
tive positions for a pe~iod of one yea~, o~ until successors are
elected. They shall be eligible fo~ ~eelection,
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vice-chairperson,

3. The tenns of the chairperson, vice--chairperson, se'cretary--tt'easurer,

and parliamentarian shall begin with their elect ion at the regu lar
spring meeting of the new Faculty Senate.
4. The constitutional officers of the Senate may be ['emoved for cause,
following the guidelines established in Sturgis, current edition.
G.

~:lections

1. Elections

for the first Faculty Senate shall be conducted by the
Faculty Affait·s Conunittee of the Academic Council at such dates as
may be appropriate for the first election.
All subsequent elections of new members of the Faculty Senate shall be conducted under
the supervision of the By-Laws, Amendments and Elections Committee.

2. Voting members of the Faculty Senate are to be elected during the
third and fourth weeks in February and shall be chosen as follows:
a.

Departmental elections:
During the month of February the
faculty in each eligible department shall elect by secret ballot
one representative to the Faculty Senate.

b.

At-Large elections:
During the first week in February the ByLaws, Amendments and Electi.ons Committee will inform each college in writing of the number of at-large senators to which the
college is entitled.
Each of the aforementioned colleges shall
elect at-large senators during the month of March by secret
ballot.
Each eligible voter shall be permitted to vote for a
maximum number of two persons from anyone department and for a
maximum total number of persons equal to one and one-half times
the number of open at-large positions with any fraction rounded
up to the next whole number.
Those who receive the three
highest number of votes, including ties, in each eligible
department shall then be listed on a second ballot. Those who
receive the highest numbers of votes on the second ballot shall
then be declared elected, with the runners-up designated as a
pool from which replacements will come in the event of vacancies.

3. Elections of
Committees
a.

Officers,

the Executive Committee,

and the Standing

Election of Committees: During the week following the election
of the at-large senators (exclusive of vacations), the current
member of the By- Laws, Amendments and Elections Committee from
each college shall call a caucus of the senators from that college Who will be serving during the forthcoming year, together
with the out:going senators from that college.
The purpose of this caucus is three-fold:
1.

The curl."ent members
newly-elected members
Faculty Senate.
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of the
with a

Senate shall provide
brief orientation to

the
the

ii. The current members of the Senate sha 11 provide a description of the duties and responsibill.ties of each of
UH-~ !=;t.andtnB conlmittees.
iii. Th ...

!",nato,'s who will be s",-ving during the forthcoming
gha t 1. (.' leet f['om their number one senator: to SfH've
on f)ach of the standing committees, on which there is a
vacancy, with the exception of the Executive Committee,
conunencing with the spring meeting of the new E'aculty
Senate.
Senators thus elected shall ·serve for the
remainder of their current Senate terms unless elected
chair or vice-chair of the senate or to the Executive
Committee;
In
that
event,
the
chair,
with
the
concurrence of the Execl.\tive Committee, may appoint a
member to that committee.
y4~al'

•

b.

Election of the Officers of the Faculty Senate: At the spring
meeti.ng of the new Faculty Senate, the senators who will be
serving during the forthcoming year shall elect by secret ballot
one from their number to serve as chair of the Faculty Senate,
one to serve as vice--chair, one to serve as secretarytreasurer, and one to serve as parliamentarian.
Election to
office shall be by a majority of those present and voting.

c.

Elections of Committee Chairpersons: At the same spring meetiny,
of the new Faculty Senate, each of the standing committees which
will be serving during the forthcoming year shall caucus and
elect a chair from its membership.

4. Vacancies in the Senate

I
D.

a.

Departmental vacanc]..)s in the Faculty Senate occurring
the academic year shall be filled by electioT\s within
weeks of the vacancy.
Departmental vacancies occurring
the sunul1er term shall be filled by new election within
weeks of the beginning of the next fall se.mester.

b.

At-large vacancies shall be filled by the individl.\al receiving
the next highest vote in the at-large election of the college in
which the vacancy occurred.
In the event no individual on the
ballot is eligible under the provisions of Article III A 3, a
special election shall be held in that college.

c.

Committee vacancies shall be filled
concurrence of the Executive Committee.

by

the

chair

during
three
during
three

with

the

Meetings and Rules of Procedure
1. The Faculty Senate shall meet once a month during the school year

unless the frequency of meetings is changed by a vote of the
Senate. The date·, time, and place of the meeti.ngs are to be determined by the Executive Conunittee.
2. No regular meeting of the E'aculty Senate shall b·e held unless an
agendum prepared by the Executive Committee is distributed to all
members of the senate at least four school days prior to the n\eeting.
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3. Special. meetings may be called by the chair with the concurrence of
the majority of the voting membet's of the Executive Committee. Such
meetings must also be called by the chairperson upon written request
of at least ten (10) members of the Faculty Senat.e.

i

4. The

Execut.ive Committee shall appoint a temporary chair should
neither the chair nor vice-chair be able to attend any FaCUlty,
Senate meeting.

S. A quorum for

the Faculty Senate shall be a majority of the voting
membership of the Senate.
J

6. Any departmental senator who is unable to attend a meeting of the.

Senate may designate a substitute from that department.
Any
at-large sneator unable to attend may designate' a substitute ft'om
that college.
Such a substitute shall have the full rights and
privileges of elected senators during that meeting.
for the conduct of its busi~
ness. In the absence of any special rules of order which the Senate
may adopt, Sturgis. Standard Code of Parliamentary Procedure, the
most recent edition, shall govern the conduct of the meetings.

7. The Faculty Senate shall adopt rules

8. Members of the Senate committees may be removed for cause, following
the guidelines in Sturgis, current edition.
E.

Committees
1. Executive Committee

The Executive Committee shall be composed of the chair of the.
Faculty Senate and one senator from each college.
The vice-chair,
the secretary, and the parliamentarian shall sit ex-officio and
non7voting. The chair of the Senate shall preside and have voting
pt'i vUeges.

!

The term of the elected members of the Executive Committee sh~ll
con~ence with their election and shall be for one year or until sJccessors are elected. A quorum for the Executive Committee, shall ,be
four of the six voting members of the committee.
It shall be the responsibility of the EXecutive Con~ittee to perform
functions assigned to it by the Faculty Senate . . I t shall func~ion
as liaison between the Senate and the administration and bet.ween tthe
Senate and the Rules Committee of the Academic Council. Its recommendations shall be recorded in its minutes and reported t.othe
Senate at. the next regular meeting.
It shall'be the responsibility
of this con~ittee to nominate members of the University community to
Universit.y committees when instructed to do so by the chair or; the
Faaculty Senate at the request of the President of the Univer.dty.
It may create special and ad hoc c~mmittees subject to the approval
of the Senate.
It shall refer to the appropriate Senat.e committee
for study such matters as are designated by the Faculty Senate. The
written reports of the committees to the Senate shall be submitted
to the chair of the Faculty Senate; It shall insure that elections
of the Senate are carried out as specified by the Constitution.
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2. By-Laws, Amendments, and Elections Conunittee
I t shall be the responsibility of this committee to supeL'vise nominations and elections.
It shall study and, when appropriate, make
""commendat ions conceening Senate rules and by-laws, proposed amend-

mont.n t

auf1 proef-:-dut'ul changeD.

3. Faculty Status and Welfare Conunittee
It shall be the responsibility of this conunittee to study and, when
appropriate, make reconunendations to the Faculty Senate on po 1ic1es,
criteria, and procedures for faculty appointments, recruitment of
faculty, reappointments, promotions, and granting of tenure.
It shall study and, when appropriate, make reconunendations to the
Faculty Senate on policies and procedures concerning salary, faculty
work load, working conditions, and summer teaching employment.
It
shall also furnish advice on policies and procedures relating to
retirement programs, insurance plans, sick leave, and other subject
areas that are relevant to faculty welfare.
I t shall study and, when appropriate, make recommendations to the
Faculty Senate on policies and procedures concerning sabbatical
leaves, leaves of absence, professional \:it'avel expenses, off- campus
teaching and seL"vice, consultant activities, and academic feeed"m
and academic due process.

4. Professional Responsibilities and Concerns Committee
I t shall be the responsibility of this committee to study and, when

appropriate, make reconUllendations to the Faculty Senatfl on the policies and procedures for the considflration of faculty grievances.
It shall study and, when appropriatfl, make reconUllendations to the
Faculty Senate on policies, critflria, and procedures for faculty
evaluation, and the recognition of outstanding performance in teach-ing and University service.
It shall study and, when appropriatfl, makfl recommendat ions on po tieies and procedures relating to patents and copyrights, University
research grants, and recognition of scholarly and creative activity.

."

It shall study and, when appL"opriate, make reconmlendations to the
Faculty Senate concerning the responsibilities and obligations of
the faculty person in his/her role as scholar and teacher.
It shall also study and, when appropriate, make recommendations to
the Faculty Senate relating to the long-range planning process,
including
institutional goals and objectives, program related
physical facilities, and policiies relating to the instructional
support areas.
-
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5. Fiscal Affairs

Con~ittee

It shall be the responsibility of this co=ittee to study and, when
appropriate, make reco=endations to the Faculty Senate on institutional policies, procedures, and guidelines related to t'esources
allocation, the financial impact of proposed program additions or
changes, and institutional response to financial exigencies.
6. Academic Affairs Committee
It shall be the prerogative of this committee to· study and, when
appropriate, make I;'ecommendations to the Faculty Senate on academic
policies and programs under consideration by the Academic Council.
Upon I;'eco=endation of the committEie, the Faculty Senate may
initiate action on academic policies which it thinks should be
considered by the Academic Council. This con~ittee shall cool;'dinate
its efforts and activities with the Fiscal Affairs Committee where
academic policies and decisions have financial and budgetary
consequences.
7. Co=ittee on Senate Communications
I t shall be the responsibility of this con~ittee to prepare and
.distribute to the faculty and the other entities of the university
con~uniques
of information at the request of the chair of the
Faculty Senate.

The Faculty Senate, through this committee, may publish the Faculty
Senate Newsletter.
This shall serve as the primary medium of
information about the activities, debates, policies, and politics
of, and in, the Senate.
It may also provide a forum in which the
entire faculty can present and debate ideas and concepts regarding
all aspects of academic life.
The Faculty Senate Newsletter shall be operated in accordance with
the standards and norms of the public pl;'int media.
IV.

Senate Action
The Faculty Senate acts directly or through its committees. Formal
communications containing advice and I;'econ~endations of the Senate on
institutional policies are addressed fl;'om the chail;' of the Senate to
the President or office or body designated by the Pl;'esident, or through
the President to the Board of Regents.
The Faculty Senate may also address communications to a member of
the faculty or the faculty in general, making suggestions or recommendations, g1v1ng advi.ce, furnishing information, or con~unicating
otherwise for whatever purposes the Senate deems appropriate.

V.

By-Laws
General by-laws governing the operation of the Faculty Senate shall
be' adopted by a majority vote of the actual membership of the Senate.
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VI ,

Amendmen t s
An amendment may be pt'oposed by the Faculty Senate by a two-thit'ds
majority of those vat ing. pt"ovided it was included in the agendum and
was available to the members of the "acuity Senate at least two weeks
before the vote is taken,
.
An amtmdment becomes operative upon being appt'oved by the Board of
Regents,
By--laws
submitted,

VII,

will

be

adopted

to

determine

how

amendments

will

be

Ratification
The Faculty Senate shall be established and thi" constitution shall
be adopted upon approval of the Board of Regents,
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BY-LAWS

BY-LAW I.
Proposed by-laws shall be submitted in writing to the By-Laws,
Amendments, and Elections Committee at least two weeks prior to a regularly
scheduled Senate meeting.
BY-LAW II.
Amendments. A pl'oposed amendment to the Faculty Senate Constitu-"
tion must be .submitted in wl'iting to the By-Laws, Amendments, and Elections
Committee.
The By-Laws,. Amendments, and Elections Committee shall forward the
proposal, together with con~ittee recon~endations, to the Executive Committee
for placement on the agenda of the next meeting of the Faculty Senate.

A

If disapproved by a majority of the voting members of the By-Laws, Amendments,
and Elections Con~ittee, the proposed amendment shall, upon written request of
at least ten (10) membel's of the Faculty Senate, be submitted to the membership in the mannel' specified by Constitution, Article VI.
BY-LAW Ill.
Altel'nates. A senatol' l'equesting a replacement may petition the
By-Laws, Amendments, and Elections Con~ittee fol' a tempol'al'Y alternate to
serve fol' a pel'iod of no fewel' than foul' (4) regularly scheduled consecutive
Senate meetings nor mOl'e than nine (9) such meetings.
If the petition is
approved, the temporary vacancy will be filled in the same mannel' as a perma"nent one, in accol'dance with Article III C 4 of the Constitution. The elected
alternate shall asSUme all senatorial duties of the senatol' being l'eplaced.
BY-LAW IV. Elections will be held to l'eflect changes in organizational structUl'e of the University only at prescl'ibed annual Faculty Senate elections.
BY LAW V.
Procedural matters bl'ought befol'e the Senate requil'e only one
reading.
Substantive matters brought befol'e the Senate require two readings.
Detel'mination of mat tel'S of substance will be made by the chair.
BY-LAW VI. The chair of the Faculty Senate shall declare vacant the position
of any elected senatol' who is "absent fl'om thl'ee regulal'ly scheduled senate
meetings during a senate year and who fails to provide fol' a temporary
alternate Ol' an observer for any of the thl'ee as the case may. l'equil'e.
That
membel" s depal'tment head will be apPl'ised of the l'eason for the vacancy.
The
vacan"cy will be filled in accordancewit.h Article III C 4 of the Constitution.

.,
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PROCEDURI>S FOR FACULTY REGENT ELECTION

1.

.,

A wr:illen notice of the election shall be distributed by the Faculty
Senate via campus mail to each faculty member at ieast twenty (20)
working days prior to the initial ballot. This letter shall indicate:
a.

Times and voting locations for the initial ballot;

b.

criteria concerning
electorate;

c.

A schedule of public posting for a list which designates those
members of the faculty de.emed eligible to vote· as well as those
eligible to serve as Faculty Regent;

d.

A procedure by which issues of eligibility shall be resolved;

e.

The procedures by which a faculty member may have his or her name
included on the initial ballot;

f.

A listing, by college, of members of the Senate By-Laws,
Amendments and Elections Committee who should be contacted
concerning questions of eligibility and requests for clarification.

eligibility

of

candidates

and

the

voting

2.

A list including the name of each faculty member eligible to vote
shall be prepared by the Office of the Vice President for Academic
Affairs. An asterisk shall be used to designate those faculty members
eligible to vote but not eligible for election. At least twenty (20)
working days prior to the initial ballot, a copy of the eligibility
list should be given to each department's Faculty Senator with
instructions to check the eligibility list for his/her area, report
errors and ommissions to the By-Laws, Amendments, and Elections
Conunittee, and post the list on the department· s bulletin board within
twenty-·four hours after rece1v1ng it.
Candidates and those whose
names are added to or deleted from the original eligibility list by
the By-·Laws, Amendments, and Elections Committee should be so informed.

3.

Issues of voter eligibility by members of the faculty must be reported
in writing to a member of the By-Laws, Amendments and Elections
Conunittee at least ten (10) working days prior to the initial ballot.

4.

Any eligible faculty person may declare candidacy for the Faculty
Regent position and/or any eligible faculty person may be nominated by
other faculty members. If an eligible faculty member is nominated by
other faculty, such nomination shall be accompanied by a statement of
consent to serve signed by the person being nominated.
All
nominations are to be submitted to the Chairperson by the By- Laws,
Amendm",nts and Elections Committee at least ten (10) working days
prior to the election.

5.

The By-·Laws, Amendments and Elections Committee shall meet at least
eight (8) working days prior to the election to certify the
eligibility list and prepare an initial bal.lot.

-86-

6.

Any person wishing to vote absentee must either obtain a ballot
directly from the By--Laws, Amendments and Elections Committee member
t'epresent ing his or her college and sign the official voter list or
write a letter requesting a ballot with the signature on the letter
constituting the signing of the eligibility list. The ballot must be
retut'ned i.n person or by mail to the By-Laws, Amendments, and
Electi.ons Committee membet' in double envelopes befot'e 8:00 a.m. the
day befot'e the election.
The By-Laws, Amendments, and Elections
Committee shall put the date and time of t'eceipt on the unopened
absentee ballot.

7.

The election shall take place on a single week day, between the hours
of 8:00 a.m. and 4:00 p.m.

8.

Locked and secure ballot boxes shall be pt'ovided fat' the initial vote
in each college dean's office.
The key to the ballot box shall be
retained in the possession of a Senatot' of the By-Laws, Amendments and
Elections Committee.
.

9.

The numbet' of papet' ballots provided shall coincide with the number of
eligible voters. To receive a ballot, each eligible votet' shall show
his at' her official ut}iversity identification cat'd and sign next to
his or het' name on the official eligible votet' list. An area shall be
provided at the voting location for the ballot to be marked in
secret.
Each voting location sha 11 be supervised at all times by
univet'sity personnel designated by the By-Laws,
Amendments and
Elections Committee.

10.

Each pet'son shall vote for one candidate only.

11.

Immediately upon the closing of the polls, the ballot box shall be
locked.
The By--Laws, Amendments, and Elections Committee shall meet
and count the ballots.

12.

Upon. conclusion of the vote tabulation, the committee members shall
certify the outcome of the election by affixing tp,eit' signatures to
the tabulation results.

13.

If a si.mple m""jority is obtained by any single individual, that person
shall be the duly elected Faculty Regent.

14.

If a simple majority is not obtained on the first ballot, subsequent
balloting shall take place in each college dean's office.
Policies
and pt'ocedures of the initial election shall apply to subsequent
balloting.

15.

Ballots subsequent to the first shall take place in not less than five
(5) nor more than ten (10) wOt'king days ft'om the pt'evious election.

16.

The By-Laws, Amendments and Elections Committee shall inform all
faculty by campus mail of the next election. The lettet' shall include
the time and place of voting, names of the candidates that are to
lH'reflt' on the next ballot, provision for absentee ballots, and the
fi!.iines of - the membet's of the By-Laws ,Amendments and Elections
C()inmittee by college who - should be consulted fat' clarification of
rules and procedures.
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17.

Names of the candidates shall be placed on the ballot in an order
detet'mined by a dt'awing conducted by the Chairperson of lhe By- Laws,
Amendments
and
Elections
Committee.
The
cimdidates
or
their
designated rept'esenlatives shall participate in the drawing.

18.

The second ballot shall include those individuals receivi.ng the
highest number of votes and whose votes total fifty (50) percent of
the votes cast.

19.

Balloting shall continue according to established procedures until one
candidate receives a simple majority.

20.

The final certified results as attested by the By-Laws, Amendments and
Elections Committee shall be delivered immediately to the President of
the University by the Chairperson of the Senate. The results of the
election shall be held in strict confidence by members of the By--Laws,
Amendments and Elections Committee until the results are officially
released by the President of the University.

21.

The first ballot is to be completed on or before October 1.

22.

The Faculty Regent will. be sworn in at the fourth quarterly meeting
and serve a three-year term from the time the oath of office is taken.

,.
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COMPU'rfNG ETHICS POJ.ICY

The genera 1 standards of conduct expected of members of an educational
inslilulion also apply to the use of University computing resources.
These
resoueces include:
1.

"Hardware"
conununications.

physical

equipment

used

for

processing

or

data

2.

"software"
programs,
progranuning languages,
instructions,
routines which are used to perform work on a computer.

3.

"Data" -- information such as records or textual material stored on or
accessible through a computer.

or

University computing resources are made available to individual.s to assist in
the pursuit of educational goals.
It is expected that users will cooperate
with each other so as to promote the most effective use of computing resources
and will respect eaC!h other's ,ownership of work even though it is in
electronic rather than printed form.
Individuals and organizations will be
held no less accountable for their actions involving computers than they would
be in other situations.
Rules prohibiting theft or vandalism apply to computing resources that are the
property of the University including software and data as well as physical
equipment.
conduct which violates the University's property rights with
respect. to computing resources includes:
1.

Copying University··owned or licensed. software or data to anoLher
computer system f or personal or external use without prior written
approval.

2.

Attempting to modify University· owned or licensed
without prior written approval.

3.

Attempting to damage or disrupt operation of computing equipment, data
communications equipment, Or data communications lines.

I,.

Using University computing resources fol." purposes other than those
intended by the University body granting access to these resources
including:

sO'ftware or

daLa

a.

Allowing access Lo them by unauthorized persons even if they are
members of the University community.

b.

The use of University computing resources in external consulting
unless approved in accordance with University procedures, except
for "occasional or incidental" professional activities (as defin.,d
in the Faculty Handbook under "Professional Responsibilities,"
subsection, "Extra-University Consulting and Other Professional
Activities").
When approved, such use is limited to the specific
resources allocated for the purpose, and fees may be charged for
such use.
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The University socks to protect the civil, personal, and pl'operty rights of
those actually using its computing resources and seeks to peotect the
confidentiality of Univp.rsily records stoee.d on ils computer systM1S [eom
un;-)uthorizf-~d
access '.
Conduct which involves use of University computing
resout'ces to violale another's rights includes:

1.

Invading the pL".i.vacy of an individual. by using
ascertain confidential information.

2.

Altering University software or data files by electronic means without
proper authorization.

3.

Copying another user' s software or data without permission of its owner.

'I.

Knowingly accepting or using software or data which has been obtained
by illeg"l me"ns.

5.

Abusing or harassing another user through electronic means.

6.

Using the University's
crime.

eomputing

facilities

in

dectronic means

the commission

of

to

a

Some of the University's compuh,r systems require that each user have a unique.
identity, protected by a password, to gain access to the system. The computer
identity is used to represent a user in various system activities, to provide
access to certain software and data based on his credibility and purpose for
requiring such access, and to associate his own soHware .and data with his
identity.
As such,
this computer identity is another instrument of
identification and its misuse constitutes forgery or ulisrepresentation.
Conduct which involves misuse of computer identities includes:
1.

Allowing an unauthorized individual to use the identity.

2.

Using another individual's computer identity without his express
permission, even if the individual has neglected to safeguard it.

The management of Unive.rsity comput.ing resou["ces is dislr.ibuled among many
University bodies.
Rules and regUlations governing specific resourCDS al'e
available through the individual governing bodies.

.,.

Abuses of University computing resources will be referred to the appropriate
instructor or supel'visor for consideration under the University's discip1i.nary
processes.
This referral may be accompanied by a temporary suspension of
computing privileges awaiting outcome of the disciplinary process.
In
addition, Kentucky law contains specific statutes with respect to improper use
of computers in state agencies.
Therefore, imgroper use of University
computing resources may be subject to criminal or civil legal action in
addit.ion to University disciplinal'y action.
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WESTERN KENTUCKY UNIVERSITY POLICY ON INTEGRITY·
IN RESI<ARCH AND OTHER SCHOLARLY ACTIVITIES
I.

INTRODUCTION
Individual
integrity
in
science,
research,
and
s.cholarly
activities is an important component of a viable and energetic
academic con~unity.
The following policy on integrity and the
guarding against misconduct in research and scholarly activities
applies not only to eKternally funded investigative projects but to
all scholarly efforts that involve faculty, staff, and students at
Western Kentucky University.
Misconduct in university research activities undermines
the
research enterprise and is harmful to the university community, the
research eommunity generally, and the public.
Institutions such as
Western Kentucky University have the responsibility not only to
promote a healthy research environment but also to establish policies
and procedures that deal effectively with allegations or evidence of
misconduct.
This document deals with the university procedUres for
handling allegations of misconduct.
By way of introduction the basic principles
institutional review process are as follows:

which

guide

the

Individual integrity in academic research is the e>epected norm.
Faculty, staff, and students have an obligation to report misconduct
in research when there is evidence that the misconduct is intentional.
Universities should provide vigorous leadership in the pursuit
resolutio.n of all charges of misconduct in research.
Universities must take care that the process pursued
allegations of misconduct. not damage research itself.

to

and

resolve

Universities should treat all parties with justice and fairness and be
sensitive to the reputations and vulnerabilities of all parties.
Procedures for dealing with allegations for misconduct must preserve
the highest attainable degree of confidentiality compatible with an
effective and efficient response.
The integrity of the process must be maintained
avoidance of real or apparent conflict of interest.

by

painstaking

The procedures should be as e>epeditious as possible.
Universities should document the pertinent facts and findings at each
stage of the process.
flnj,lf!,,,sities

should

recognize and discharge their responsibilities
of misconduct-·-internally, .100 all invp+l'~d
to the sponsors of research, the research
literature involved, and other appropriate groups or agencies.

~ff'l". F~solving allegations·
~ndtviduals; and eKternally,
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II.

DEFINITION OF RESEARCH MISCONDUCT

As used in this policy statement, the term "research misconduct"
includes four categories of unacceptable actions:
A.

III.

An intentional act of deception by the researcher (faculty member,
staff,
postdoctoral
associate,
or
student)
in
proposing,
conducting, or reporting results of research.
It is di.fferent
ft'om the honest error and the ambiguity of interpretation that is
inherent in the research process and which is normally corrected
by attempts at replication. Examples are:
1.

Falsification of data--ranging from outright fabrication to
deceptively selective reporting,
including the purposeful
omission of conflicting data with the intent to falsify
results.

2.

Plagiarism--representation of another's work as one's own.

3.

Misappropriation of others' ideas--the unauthorized use of
pt'ivUeged information (such as violation of confidentiality
in peer review), however obtained.

B.

A deliberate failure to comply with University and/or sponsoring
agency require.ments affecting specific aspects of a. research
project, e.g., the protection of human subjects, the welfare of
laboratory animals, or the use of recombinant DNA techniques.

C.

A clear lack of adequate superV1S10n of students and other
research personnel by faculty for
insuring that data are
appropriately collected and reported.

D.

A major and deliberate failure
re.quirements governing research.

to

comply

with

othet'

legal

PROCESS FOR HANDLING ALLEGATIONS OF RESEARCH MISCONDUCT

The University
misconduct
involve
resolution.

pt'ocess
three

for handling allegations of research
stages:
inquiry,
investigation,
and

Initiation of an Inquiry
l'

Westet'n Kentucky University has a responsibility to pursue an
allegation of reseat'ch misconduct fully and to t'esolve questions
regat'ding the integt'ity of t'esearch.
In the inquiry and any
i.nvestigation which may follow, the University will attempt to focus
on the substance of the issues and be vigilant not to pet'mit pet'sonal
conflicts between colleagues to obscure the facts.
In ot'der to address all allegations of resea~ch misconduct
expeditiously, the University designates the dean of the appropriate
college as the administt'ator to whom allegations are to be reported.
If the dean has a conflict oJ) interest with a case, the allegation
will be pursued by another administrator designated by the Vice
President for Academic Affait's.
.
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The dean of the college involved will pursue all allegations to
resolution.
The dean will consult in confidence with any individual
who comes fOt'ward with an allegation of research misconduct.
If the
dean determines that the concern is addressed appropriately through
policies and procedu['es designed to deal with misconduct in research,
the subsequent inqui['y and investigation pt'ocedures will be discussed
with the individual who raised the questions about the integrity of a
research project.
If the individual chooses not. to make a fo[-rnal
allegation, but the dean believes there is sufficient cause to warrant
an inquiry, the matter will be pursued; in such a case, there is no
"complainant" for the purposes of this document.
IV.

INQUIRY
A.

Purpose
Whenever an allegation of misconduct is filed, the dean wi.ll
initiate an inquiry-·-·the first step of the review process. In the
inquiry stage, factual information is gathered and expeditiously
reviewed to determine if an investigation of the charge is
wan·anted. An inquiry is not a fot-rnal hearing; it is designed to
separate allegations deserving of further investigation ft· om
frivolous, unjustified, or clearly mistaken allegations.

B.

Structure
The inquiry process may be handled with or without a formal
conunittee, at the discretion of the dean.
Regardless of the
approach chosen, it is the responsibility of the dean to ensure
that the inquiry is conducted in a fair and just manner.
If individuals are chosen to assist in the inquiry process,
they should have no real or apparent conflicts of interest with
the case in question, be unbiased, and have an appropriate
background for judging the issues being raised.
If the alleged
research misconduct is a failure to comply with regulations
regarding the use of human subjects, laboratory animals, or
recombinant DNA in research, these individuals will be selected by
the dean from the compliance' committee dealing with the issue.

C.

Process
Upon initiation of an inquiry, the dean will notify the
respondent (accused of misconduct) in writing within a reasonable
period of time of the charges and the process that will be
followed.
If the committee method is to be used ,the .conunittee
members will be appointed and convened.
Whether a case can be reviewed effectively without the
involvement of the complainant depends' upon· the nature of the
allegation and the evidence 'available.
Cases that depend
specifically
upon
the
observations
or
statements
of
the
complainant cannot proceed without the open invotvement of that
individual; other' cases that can rely on documentary evidence m~y
pF-J"11li~ tpe complainant to remain anonymous.
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The respondent will be given copies of written documents (if
any) that support the allegations.
1'0 ensure the safety and
security of any written documents associated with the a lle.gation ,
committee members wiU be asked to review a copy of such documents
within the office of the appropriate dean.
When the inquil'y is initiated, the r-espondent will be reminded
of the obligation to cooperate in pl'oviding the material necessary
to conduct the inqu iry.
Uncooperati ve behavior is unacceptab 1e,
and
may
result
in
immediate
implementation
of
a
formal
investigation.
The respondent will be invited to present a
written response to the allegations, and this response will become
part of the case file mai.ntained in the office of the dean.
Due to the sensitive nature of an alleged case of research
misconduct, the university will str-ive to r-esolve each case
expeditiously. The inquiry phase will nor-mally be completed and a
written repor-t of the findings filed for the institution's own
r-ecord within thil·ty (30) days of written notification to the
r-espondent.
A thirty--day period meets the feder-al r-egulatory
requi.rements.
If the committee anticipates that the established
deadline cannot be met, a report, citing the reasons for the delay
and progress to date, will be filed with the dean, and the
respondent and appropriately involved individuals will be infor-med.
D.

Findings of the Inquil'y
The completion of an inquil"y is mar-ked by a determination of
whether or not an investigation is warranted.
There will be
written documentation to summarize the process and conclusion of
thE) inquiry.
The complainant and respondent will be infor-med by
the dean of the outcome of the inquiry.
Allegations found to
requir-e investigation will be forwarded to the investigative body
discussed below.
At this point, any agency sponsoring the
research will be notified of a pending investigation.
If .an allegation is found to be unjustified but has been
submitted in good faith, no further formal action other than
infor-ming all involved parties will be taken. The proceedings of
the inquit'y, including the identity of the respondent, . will be
held in str-ict confidence to protect the parties involved.
If
confidentiality is breached, the university will take reasonable
steps to minimize the damage to reputations that may result fl"Om
inaccurate reports.
If an unjustified allegation is found to have been maliciously
motivated, di.sciplinary actions will be reconunended to the Vice
President for Academic Affair-s.

V.

INVESTIGATION
A.

:I
I

Purpose
An investigation will be initiated only after an inquiry
issues a finding that an investigation is wal"r-anted.
The
investigation's purpose is to explore further- the allegations and
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determine whether there has been research misconduct. At any t i.me during the
investigation the respondent may wish to be represented by legal counsel. In
the course of an i.nvestigation, additional information may emerge that
justifies broadening the scope of the investigation beyond the initial
allegations. The respondent will be informed in writing when significant new
directions of investigation are undertaken. The investigation will focus on
accusations of misconduct as defined previously and examine the factual
materials of each case.
The investigation will look carefully at the
substance of the charges and examine all relevant evidence.
B.

structure
Except in the circumstance discussed in the next paragraph,
the investigating body will be a five--person ad hoc committee
appointed by the Vice President for Academic Affait·s to handle the
investigation.
Members of the investigative committee may be
chosen from within or outside the university. Those investigating
the allegations will be selected in full awareness of the
closeness of their professional or personal affiliation with the
complainant or the respondent.
Any prospective member who has a
conflict of interest in a case will not be permitted to be
involved in that case.
It is important, however, that the
conunittee have appropriate research expertise to assure a sound
knowledge base from which to work.
If the alleged research misconduct is a failure to comply with
regulations involving the use of human subjects, laboratory
animals or recombinant DNA in research, the appol.nted committee
will be the full university compliance committee on that subject
at the time of the investigation, rather' than the five-person
conunittee indicated above.

C.

Process
Upon receipt of the inquiry finding that an investigation is
warranted, the dean will ask the Vice President for Academic
Affairs to initiate the investigation promptly.
The. complainant
and respondent will be notified in writing of the investigation;
the written summary of the inquiry stage will be included with
this notification.
All involved parties are obligated to
cooperate with the proceedings in securing additional data related
to the case.
AU' necessary information will be provided to the
respondent in a timely manner to facilitate the preparation of a
response. The respondent will have the opportunity to address the
charges and evidence in detail.
In the interim, the university will, if necessary, act to
protect the health and safety of research subjects, patients,
students, or any other persons at risk.
Administratiave action
could range from complete suspension to slight restrictions in the
activities of the respondent.
Interi.m administrative action wi 11
be taken in full awareness of how it might affect other
ind~viduals and the ongoing re.search wit1'!in lohe institution.
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The w,itt.en ~ecord for the investigative stage will be handled
in the same manner as for the inqui~y stage, 1. e., one copy of t.he
record wi.ll be given t.o the respondent, a second, maintained by
t.he Office of the Vice President for. Academic Affairs, will be
available for insp.,ct.ion by the committee.
All significant developments during the investigat.ion, as wel.l
as the final findings of the committee, will be reported t.o any
sponsor of the research. When the investigation is concluded, all
entities i.nitially notified of the investigation, will be informed
of its final outcome.
The unive~sity will attempt to complete an
within 120 days. If the deadline cannot be met, an
will be submitted by the committee to the Vice
Academic Affai~s with a ~equest fo~ an extension.

D.

investigation
inte~im ~epo~t
P~esident.

fo~

Findings of the Investigation
The findings of the investigative commitLee will be submitted
in writing to the Vice P~esident for Academic Affai~s.
The
respondent will receive the full report of the investigation.

E.

Appeal/F'inal Review
In the event of a finding of research misconduct, the
university
will
provide
the
respondent
with
an
appeal
opportunity.
A written appeal of the investigative committee' s
decision is to be addressed to the Vice President for Academic
Affairs, and should be restricted to the body of evidence already
presented. The appeal must be filed within two weeks of a finding
of ~esearch misconduct.

VI.

SPECIAL CONDITIONS
,The institution is, L'esponsible for notifying' the funding agency if
it ascertains at any stage of the inquiry or investigation, that any
of the following conditions exist:
1.
2.
3.

4.
5.

There is an immediate health hazard involved;
There is an immediate need to protect Federal funds or equipment;
There is an inuuediate need to protect the interests of the
person(s) making the allegations or of the individuai(s) who is
the subject of the allegations as well as co-investigators and
associ::;ltes, if any;
I t is p~obable that the alleged incident is going to be reported
publicly;
There is a reasonable indication of possible criminal violation.
In that instance, the institution must inform the funding agency
within 24 hours of obtaining that information.
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VII.

RESOLUTION
A.

No Finding of Misconduct
When the investigation finds no support for allegations of
research misconduct, all federal agencies, sponsors, or other
entities initially informed of the investigation will be notified
promptly by the Vice President for Academic Affairs. The findings
of the investigation will be retained in a confidential and secure
file within the office of the Vice President for Academic Affairs.
If unjustified allegations of misconduct were found to have
been maliciously motivated, appropriate disciplinary actions will
be recommended to the Vice President for Academic Affairs. If the
allegations, however incorrect, were found to have been made in
good faith, no disciplinary measures will be taken and efforts
will be made to prevent retaliatory actions.

B.

Finding of Mi.sconduct
1.

Notification
In the event of a finding of misconduct, the i.nvestigative
committee will pl'ovide the Vice President for Academic Affairs
with a recommendation as to the agencies to be notified.
All
federal
agencies,
sponsors,
or other entities
init ially
informed of the investigation will be notified promptly of the
finding of misconduct.
Consideration will also be given to formal notification of
other involved parties. The following list of such parties is
illustrative but not exhaustive.
Co--authors, co-investigators, collaborators
Editors of journals in which fraudulent research
published
sponsoring agencies and funding sources with which
individual has been affiliated

was
the

Professional societies
2.

Disciplinary Action
In the event of a' misconduct finding, the investigative
committee will provide the Vice President for Academic Affairs
with a recol\Ul\endation as to the disciplinary action to be
taken.
University disciplinary action will be in proportion
to the misconduct.
The following list of possible university
actions is illustrative.
Removal from a particular research project
Letter of reprimand
suspension
Salary reduction
Ran\< reduction
Special monitoring of future work
Probation
Termination of employment
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The recommendation wi.1.l be fot'warded to t.he President. for
final action.
If the President does not agree with the
recommendation, an altet'nat.ive cout'se of action may be taken
and an explanatot'y statement must be filed with all involved
parties including the respondent.

Thi.s policy statement is adapted f["Om t.he draft copy of A Miami Univet"sity
Policy on Misconduct in Research.
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THE EDUCATION RIGHTS

AND PRIVACY ACT OF 1974
The Educational Rights and Privacy Act of 1974 requires
higher education to inform the student body of the types of
tional records being kept within the institution, where they
campus, and the official responsible for the security of
Therefore, students and faculty at Western Kentucky University
of the following:

institutions of
student educaare located on
these records.
should be aware

1.

The permanent transcript of grades earned at the University is kept in
the Office of the Registrar,Wetherby Administration Building. Inquiries should be directed to the Registrar.

II.

The permanent folder for each student, including such items as the
application for admission, ACT scores, high school transcript, correspondence with the student, etc. is kept in the Center for Cat'eer
Planning, Academic Advisement, and Placement, Cravens Graduate Cen-tel'. Inquiries should be directed to the Director of that Office.

III.

Academic advisement, career planning and placement records are kept
for most stUdents and are on file in the center for Career Planning,
Academic Advisement, and Placement.
In addition, advisement records
are kept within the academic department of the student's major by the
faculty advisor or department head.
Inquiries concerning a student's
record should be directed to the head of the academic department or to
the Director of the Center for Career Planning, Academic Advisement,
and Placement.

IV.

Graduate admission and advisement records are kept in the Graduate
College office, Cravens Graduate Center, and in the student's academic
department. Inquiries should be directed to the Dean of the Graduate
Colleg~ or to the head of the student's major department.

V.

Other student records pertaining to teacher education, student
affairs, organizations, alumni affairs, traffic, residence halls, student health, and financial aid are maintained by the offices responsible for these areas.
Inquiries should be made to the director of the
iippt'opriate office.

Each offi.ce and department maintaini.ng student educational records has
procedures for students to review their records and has policies for the release of student records.- Student educational records will be released outside the University only to those persons specifically authorized by the
federal and state statutes.
Within the University, student educational records are available only to authorized University personnel who have an edu-cational interest in the student and the record.
Inquiries pertaining to
reviewal' release of records should be directed to the head of the office or
department maintaining the record.
Procedures for a student to challenge the content of an educational record
when
t~J:1~H~v~q that a part of the record is inaccurate, misleading, or in
violat~onqfthe} student's rights are as follows:
(1) The head of the office
" :
w~ 11 !!oPfer with the student in an attempt to reach an understanding about !;he

.

tt

\""

,"'.,.

,
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"

item in question and to resolve the matter if possible, (2) If an understand,
ing cannot be reached, the Vice President responsible for the office or
department maintaining the record will arrange for a hearing upon written
request £L'om the student,
At this hearing, the student and the head of the
office will present the facts to an ad hoc eommittee consisting of three
itnparLial pet'sons (administrative staff and/or faculty) appointed by the Vice
Pt'esidenl.
(3)
AfteI' t.he hearing, this committee will make recommendations,
but the Vice President will make the final decision,
Inquiries about Lhese
procedures should be directed to the head of the office or department and/or
the appropriate Vice President.
other questions pertaining to the Educational Rights and Privacy Act of
1974 Ot' student educational records may be directed to the Dean of Scholastic
Development, Wetherby Administration Building,
(See forms on accompanying
pages,)
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REQUEST FOR INSPECTI,ON OF
STUDENT RECORDS

REVIEW REQUEST
(To be executed by student who wishes to review records)
Date: ________________~------I, ____________________~----~~~~------------------~---- of

Name of Student)

(Complete Address of Student)
hereby request that I be permitted to inspect and review the records of
(Department or office which has custody of record)
pertaining to me.

Signature of Student
(Telephone Number)

•
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RELEASE REQUEST
(To be executed by any person, agency, or organi.zation,
stUdent, desiring access to the records of a student)

other

than

the

Date: ________________---------

PART I

I hereby request access to the records of
(Name of student)

•

on behalf of

for the following purpose:
(Name of person, agency, or organization)

--------

The specific records requested are:

(Signature of Person desiring access)

PART II

Consent--This portion is to be executed by the student at the student's sale
discretion, but only in cases of inspection or release to persons
outside the institution.
I hereby consent to the release of my records
as requested above,

•
(Signature of Student)

•

NOTE:

This form to be retained by a custodian of records with the records
of the affected student.
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DRUG-FREE WORKPLACE REQUIREMENTS
1.

As ['equired by pt'ovisions of the Dt'ug-Ft'ee Workplace Act of 1988, Western
Kentucky Univet'sity hereby notifies employees that unlawful manufacture,
distribution, dispensation, possession, or use of a controlled substance
is prohibited in the workplace.
Employees are subject to disciplinary
action to include termination for any violations related to controlled
substances.
Usually
violation
as
a
first
offense will
require
consultation and assessment and may result in the employee participating
satisfactorily in a drug rehabilitation program (acceptable to the
University).
Violation as a first offense may result in termination
depending upon the nature of the incident.
Subsequent violations may
result in te[~ination of employment.

2.

The university is developing a drug-free awareness program to inform
employees about the danger of alcohol and other drug abuse in the
workplace.

3.

Student Health Service, 231 Academic Complex, will assist in referrals for
drug counseling, rehabilitation, and other assistance programs.

4.

As a condition of employment under a grant or contract, employees agree to
abide by the statement in paragraph 1 above, and to notify Personnel
Services, 44 Wetherby Administration Building, of any criminal drug
statute conviction for a violation of the statement in paragraph 1 not
later than five days after such conviction.

5.

Copies of the Drug-Free Workplace Act can be obtained in the Office of
Personnel Services, 44 Wetherby Administration Building.

)J

.,
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